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February 10, 2009
American Embassy Zagreb
Thomasa Jeffersona 2
Zagreb Croatia 10010

Dear Prospective Quoter:
SUBJECT: Solicitation Numbe&HR900-09-Q-0201

Enclosed is a Request for Quotations (RFQ) for @rddanagement Services. If you would like
to submit a quotation, follow the instructions iecBon 3 of the solicitation, complete the
required portions of the attached document, anchgubto the address shown on the Standard
Form 1449 that follows this letter.

The U.S. Government intends to award a contraatffase order to the responsible company
submitting an acceptable quotation at the lowdseprWe intend to award a contract/purchase
order based on initial quotations, without holddigcussions, although we may hold discussions
with companies in the competitive range if thera iseed to do so.

Quotations are due kylarch 6, 2009.

The Embassy intends to condugira-quotation conference and/or site visijtand all
prospective quoters who have received a solicitgteckage will be invited to attend. See
Section 3 of the attached Request for QuotatioRE(R

Direct any questions regarding this solicitatiod toa Skorin by letter or by telephon@1-661-
2227during regular business hours.

Sincerely,

Elias S. Baumann
Contracting Officer
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SECTION 1 - THE SCHEDULE

CONTINUATION TO SF-1449, RFQ NUMBER - SHR900-Q-0201
PRICES BLOCK 23

1.0 Description

The Contractor shall provide travel managementisesvo the U.S. Embassy, Zagreb, as
described in this solicitation. The contract tygpea requirements type contract for all travel
management services required by the agenciesrsieiricSection 1, paragraph 27.0. The
contract will be for a one-year period from theedtat start services, set forth in the Notice to
Proceed, with four one-year options to renew.

2.0 Transaction Fees and Commission Refund Process

2.1  Transaction Fee. The Government shall pay twr@ctor a transaction fee
based on a fixed rate per transaction. See ald8€dccontinuation of block 20,
paragraph 2.0, Definitions, and paragraph 17.@uidher information on handling of
transaction fees. See also paragraph 15.0 fatleefudescription of Government Travel
Charge Card, Centrally Billed Account (CBA), andv@mment Travel Request (GTR)
sales.

2.3.  Pricing(in U.S. Dollars of Croatian Kuna)

Transaction Base Perio | Option Option Option Option
Description Period 1 Period 2 Period 3 Period 4

On-site Services-
Domestic/International
Transaction Fee
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1.0

CONTINUATION TO SF-1449, RFQ NUMBER SHR900-09-Q-020
SCHEDULE OF SUPPLIES/SERVICES, BLOCK 20
DESCRIPTION/SPECIFICATIONS/WORK STATEMENT

Scope of Work

1.1. The Contractor shall provide corporate traegVices for official domestic and
international travel of Government employees amil tthependents. Domestic and
international travel includes travel within the atny in which the U.S. Embassy Zagreb
is located and travel outside that country, inalgdiravel within the U.S and other
countries. The corporate travel services thaCibetractor shall provide include:

» Travel reservations, issuance and delivery of teker air, rail, bus and steamship
carriers; and where possible, advance seat assigamed advance boarding passes;

» Reservations for lodging accommodations;

» Commercial automobile rental services;

» Assistance in obtaining passports, visas, and adeigarding health requirements;
* Detailed travelers' itineraries;

* Management information and billing reports derifan the booking database;

* Automated reconciliation of travel charges incurtieeugh the Government's CBA
accounts;

* Seminars, meetings and workshops at sites selbgtdte Government (including
conference rooms, lodging, meals, ground transponteaudio-visual equipment,
and related services); and,

* Information pamphlets for Government travelers whke the contract.

1.2. Each of these items is discussed in det&kiction 1, continuation of block 20,
paragraph 3.0, "Contractor Requirements for Progdfficial Travel Services".

1.3. The Contractor shall also, if requested, mtevain an open-market basis, complete
personal travel services and support for Governreemtioyees and their dependents
requesting personal (unofficial) travel arrangersertiowever, no individual is required
to use the services under this contract for peftdaaeel. The transaction fees listed in

the Pricing portion of this contract apply onlydfficial travel. The Contractor may



charge the same fee or a lesser or greater fgefeonal travel. However, the
Contractor is responsible posting in a clearlyblespublic place the transaction fees to
be charged for personal travel.

1.4. The Contractor shall also provide travel sswifor any individual sponsored by
a participating agency under this contract, inelgdbersonnel on temporary duty.
Additionally, the Government is often called uporassist U.S. citizens who wish to
return to the U.S. The Contractor may be calleahujp assist with the travel
arrangements in such cases. The Contractor shedt dny question as to whether or not
a service should be provided to a particular persothe Contracting Officer or the
Contracting Officer's Representative.

1.5. Upon the request of employees or other pensithsdisabilities traveling on

official business, the Contractor must arrange ssmg and reasonable accommodations,
including but not limited to airline seating, imat@nal transfers, ground transportation
and barrier-free or otherwise accessible lodging.

2.0 Definitions and Acronyms

Agency— U.S. Government activity at post, such as Idaeartment, Foreign Commercial
Service, or Foreign Agricultural Service.

ARC - Airlines Reporting Corporation. Website: http://wvarccorp.com.

Business Day Monday through Friday, except holidays listed in Section 2, DOSAR 652.237-
72, “Observance Of Legal Holidays And Adminisivatieave”.

CBA - Centrally Billed Account. Account establisheddcharge card Contractor at the request
of an agency as defined in this document. Conat@dlairline ticket charges accrued through
use of centrally billed accounts shall be billedntindy. Expenses billed against centrally billed
accounts are paid to the Government travel chaagemrogram Contractor.

Commission -Amount paid to the Contractor by another entity apfarty to this contract, such
as an airline, for each airline ticket the Contrattooks for that airline.

COR - Contracting Officer's Representative. See Sectjdd@SAR 652.242-70, Contracting
Officer's Representative (COR)

CRS - Central Reservation System. A major airline catepreservations system, such as
Apollo, Sabre or Worldspan.

Embassy— Refers to U.S. Embas&pagreb. Also refers to any consulates listed in paragrap
1.1 above.



Emergency- An unforeseen combination of circumstances ¢hfis for immediate action. The
term emergency includes, but is not limited toasliers, forest fires, evacuations, floods, and
civil unrest.

Federal Travel Regulation (FTR)- See 41 CFR Chapters 300-304. Chapter 301 goveawvel
and transportation allowances for Federal civieamployees. Available from the Superintendent
of Documents, U.S. Government Printing Office, Wiagton, D.C. 20402-9325: (1) as a bound
volume of the Code of Federal Regulations (41 GERgpter 201 to end); and (2) in a loose-leaf
edition. Also available on the internet at: htipww.policyworks.gov

Fly America Act - See 49 U.S.C. 40118. The Fly America Act rezgiifederal employees and
their dependents, consultants, contractors, grarstee others performing United States-financed
air travel to travel by U.S. flag carriers. Detatbntained in 41 CFR 301-10.131 through 301-
10.143 and 6 FAM 135.

Government- U.S. Government, including all participating U.Sv@rnment agencies.

Government Excess Baggage Authorization/Ticket (GERBT) - Issued by the carrier to the
traveler when presented with a GTR that authotizesarriage of excess baggage. The GEBAT
is used by the carrier(s) to support subsequelmdbf charges. Excess baggage is
reimbursable up to the weight authorized. NOTEEB®&T's are gradually disappearing. If the
traveler is not using a GTR, the traveler will gayexcess baggage with a credit card or cash.

Government Travel Charge Card- General Services Administration (GSA) Contragssued
charge card to be used by travelers of an agenggytdor passenger transportation services,
subsistence expenses and other allowable travelamsportation expenses incurred in
connection with official travel. Although the eropgke is liable for payment of all charges
incurred, including those for ATM withdrawals, temployee shall be reimbursed by his/her
agency for all authorized and allowable travel atadsportation expenses.

GSA - U.S. Government General Services Administration.

GTR - Government Travel Request issued on a SF-1168hwhiprovided to a carrier or a
carrier's agent to procure passenger transportggovices for the account of the U.S.
Government. The GTR shall be used as a suppattingment with the bill for the
transportation charges.

Hotel and Motel Fire Safety Act of 1990 Public Law 101-391, September 25, 1990. An Act
to amend the Federal Fire Prevention and ControbAt974 to allow for the development and
issuance of guidelines concerning the use andlisuste of automatic sprinkler systems and
smoke detectors in places of public accommodatif@ciing commerce, and for other purposes.
A copy of the Act can be obtained by writing: Hdwbbtel Fire Safety, Office of Fire Prevention



and Arson Control, Fire Administration, 16825 StddeAve., Emmitsburg, MD 21727, USA.
As defined in the Act, this only applies to the téndi States and its territories as described on the
website at http://www.usfa.fema.gov/hotel.

Hotel and Motel Fire Safety Act National Master Lig - Places of public accommodation in
the United States and its territories that meefitegorevention and control guidelines under the
Hotel and Motel Fire Safety Act. Current infornatiis also available on the internet at
http://www.usfa.fema.gov/hotel

Lowest Available Fare- Except for the constraints of the airline coatqarograndescribed in
Section 1, continuation of block 20, paragraphZahd the Fly America Act, Section 1,
continuation of block 20, paragraph 3.2.3, the @amtor shall book the lowest available fare in
accordance with agency policy, if any, as expregsdige contract. If reservations made by the
Contractor are not at the lowest available ranadd, at the time of ticketing, the Contractor
shall refund the difference to the Government.

Media - A broad spectrum of methods used to providerangaeent record of communications
(examples include paper, EDI, electronic, floppskdioptically stored media, computer disks,
microfiche, microfilm, computer to computer commeations via mode, Networks (value
added), facsimile or any other acceptable methaVailable communication).

OAG - Official Airline Guide. Official Airline Guidgboth Flight and Travel Guides). The
OAG is available on the internetfatp://dos.oag.com/reg.htm

Official Travel - Travel that is paid for and/or for which the trbarés reimbursed by the
Government.

Personal Travel- Travel that is paid for by the employee/depemn@ for which
reimbursement will not be provided by the Governtmen

PNR - Passenger Name Records

Refund - Ticket refund consists of the value of the ticket; does not include transaction fee or
other service fee associated with issuing of ttieeti For billing purposes under this contract, a
refund is not a separate transaction.

Service Fee Pricing, if any, for a value-added service.

Standard Carrier Alpha Code (SCAC) - Used by the Government to audit the Contractor’s
billings. SCAC code may be obtained from the NaidMotor Traffic Association, Inc. 2200
Mill Road, Alexandria, VA 22314; telephone (703)251800. The current cost is $28.00
($24.00 to renew). The SCAC is only applicable TR is used for payment.



Taxes and Fees Charges for transportation imposed on travddgrsther authority, such as
U.S. Government federal taxes, airport passengeéityecharges.

Transaction - Issuance of a ticket for common carrier transpmmator changes to that ticket
after issuance. Other travel reservations assatiaith the travel under that ticket, including
but not limited to, hotel reservations, car renaalgd other traveler services, are not considered a
transaction for purposes of charging a transadden

Transaction Fee- Fee, charged by the Contractor, for issuancetickat for common carrier
transportation or changes to that ticket, aftarasge. Paragraph 17.0 addresses when a
transaction fee may be charged for a transaction.

Travel Authorization - Document authorizing official Government travel.

Travel Management Center(TMC) - A commercial travel firm under contractZagreb that
provides reservations, ticketing and related trava@hagement services for Federal travelers.

Travel Services- Transportation reservations, issuance and dglivktickets for all modes of
transportation; reservations for lodging and vehreintal services; and ancillary support related
to travel.

Traveler's Checks- GSA Government travel charge card program Cotdrassued traveler’'s
checks.

User Friendly - Ease of use geared towards those with a rudangot limited knowledge of
computer systems and operations. The knowledgeibeakides how to log on and off the
system, simple menu-based functions in a typicaplgical user interface Windows-like
environment, (for example, as point and click fumts such as file, open, close), simple one-
step commands, such as search, print and save.

3.0 Contractor Requirements for Providing Officiahvel Services

3.1. Taxes

When reservations are made for official busindss Gontractor shall ensure that rate
does not include taxes for which diplomatic persbrame exempt.

3.2  Transportation
3.2.1 The Contractor shall comply with mandatorw&aoment programs for

air travel. Except for the constraints of the Y(Ofairs” contract program noted
below, and the Fly America Act, the Contractor shabk the lowest available



fare that satisfies the agency’s mission requirdmdhreservations made by the
Contractor are not at the lowest available ranadd by policy, the Contractor
shall refund the agency the difference.

3.2.2. City Pairs Program

3.2.2.1. GSA has awarded contracts to certaimeslfor reduced
air fares between numerous city/airport pairs. ddrwtract air service
(e.g., 'YCA','_CA") is mandatory for official Gowenent travel (which
includes all travel funded by the Government), sslihe Government
approves the use of non-contract fares under tbeptions specified in
the FTR. In cases of separate contract awardseleetapecific airports in
cities, the traveler may use the airport that besgts their needs without
further justification. These contract fares mayb&ined only with a
GTR, a Government Travel Charge Card or a CBA.

3.2.2.2 Promaotional or other types of discounédazan be used on
contract city/airport pair routes if they are offérby the contract carrier
and are lower in cost than contract fares. Confeaies shall not be used
for any personal travel, including those instanghsre portions of
personal travel are substituted for a leg of aitiafty authorized trip.

3.2.2.3. There are a limited number of non-contiaes (YDG or
similar), restricted to official Government travedewhich are obtainable
only with a GTR, Government Travel Charge CardCBA. Such fares
can only be used when contract fares are not dlaita when offered by
the contract carrier in that city/airport pair rewt a lower cost than the
contract fare.

3.2.2.4. When non-contract carriers offer restdaeunrestricted
coach fares to the general public which are loWwantthe Government
contract fares, the Contractor may only use sualeidares on the
application of exceptions contained in the cur@8® Airline City-Pair
Program. GSA contracts annually for air passetrgesportation services
between designated city/airport pairs. Since tract is awarded
annually the contractor must check the most cuientract found on the
Internet at http://www.gsa.gov, then click on “Tehon Government
Business”.

3.2.2.5. It should be noted, however, that anyimetl fare which
provides for a monetary penalty for itinerary chesgr flight
cancellations shall not be used without the writtensent of the using
agency.



3.3.

3.2.2.6. Full coach fares may be used if no redf@exs are available.

3.2.3 The Fly America Act generally precludes usean-US flag carriers,
except as provided in the FTR and the Foreign Adfilanual, Volume 6.

3.2.4. The Contractor shall provide the Governmutit the reservation and
ticketing services which industry practice normalbcords corporate or private
travelers, to include new and improved reservadiod ticketing technologies.
These shall include a 24-hour, toll-free numbeilaiée to travelers to perform
emergency itinerary changes and emergency semudsile regular business
hours. The Contractor shall be responsible foueng that any subcontractor
providing such emergency service complies witltafiditions of the contract.

3.2.5. The Contractor may only issue premium diagets for which the
Government will have to pay an additional amounewthe accompanying travel
orders provide authority for that travel. This da®t apply to situations in which
frequent flyer benefits will be used to obtain gremium class tickets.

3.2.6. Back-to-back faring, or hidden city ticketiare prohibited under this
contract.

3.2.7. The Contractor shall provide the travelghwast seat availability,
advance seat assignment, and advance boardingmasa# airlines for which
the Contractor can offer these services.

3.2.8. The Contractor shall make adjustments fgrclyange(s) in flight, train,
bus or steamship schedules. Tickets and billihgd be modified or reissued to
reflect these changes.

3.2.9. The Contractor shall make a timely effomatify travelers of airport
closings, canceled or delayed flights, trains, bugevoyages.

Lodging

3.3.1. The Contractor shall provide lodging reseovaeservices. These services
shall include initiating and confirming reservatsoand confirming the rate at
which the reservation is made.

3.3.2. Where the Government has agreements witglshoiotels for discount
Government rates, the Contractor shall endeavobtain such rates for
Government travelers. (Frequently these ratesapacity-controlled.) If



necessary to obtain Government rates, the Contralstdl call such hotels
directly, rather than by toll-free numbers. Then@actor shall also make
available to the Government any lower-priced, goted corporate or other
discount rates it has negotiated at these or bibietls.

3.3.3. Final selection of accommodations rests thightraveler. If reservations
made by the Contractor are not made at the lowesiahle Government rate, the
Contractor shall refund the Government the diffeeenSince final selection of
accommodations rests with the traveler, the resernamade by the Contractor
shall be made at the lowest available rate thafptieswith the traveler’'s request,
or the Contractor shall refund the Government tfferénce Lodging
reservations for Federal Government employees ficiadfbusiness shall comply
with the Hotel and Motel Fire Safety Act of 199@d¢Definitions). Selected
lodging shall comply with the Hotel and Motel FBafety Act of 1990, if
available, unless an exception is granted by thR CAs stated in the definition
in paragraph 2.0, the Hotel and Motel Fire Safety @& 1990 only applies to the
United States and its territories.

3.4. Rental Vehicles

3.4.1 The Contractor shall reserve commercial lesifor Federal travelers, if
requested. The Military Traffic Management Commaddepartment of Defense,
has negotiated Government discount rates on amitedl mileage, flat daily or
weekly basis with major rental automobile companiarticipating locations of
these companies have agreed to make these ratkbbeveo civilian as well as
military employees. These companies and theibésked discount rates are the
first source for Federal travelers, as requirethieyFTR. Considering daily or
extended rates, the Contractor shall reserve \eshfobm these sources or, if no
vehicles are available at Government rates, frdmerdirms at the lowest total
cost available to the travelavhich includes full loss/collision damage waiver
(LDW/CDW), to the traveler.

3.4.2. Under the FTR, it is incumbent upon thedlarto be prudent in selecting
the method of ground transportation that best nteetsraveler’'s needs.
Therefore, since the final selection of car rentahpanies and car sizes rests with
the traveler, the reservations made by the Comtractist be made at the lowest
available rate which conforms to the traveler'suest, or the Contractor must
refund the agency the difference. If reservatimasie by the Contractor are not
the lowest available Government rate, the Contrasttall refund the agency the
difference.

3.5. Related Services



3.5.1. Health Requirements. The Contractor shiallide travelers with advice
on necessary health requirements, including typesoulations and
vaccinations whether required or suggested foidargavel.

3.5.2. Local Conditions. The Contractor shall pdevinformation and advice on
conditions at the various foreign destinationsluding climatic conditions, type
of clothing which are appropriate or essentialiamat! and religious holidays,
location of American embassies and consulates, etc.

3.5.3. Foreign Currency Information. The Contrastwall provide technical
advice on such matters as foreign currency excheatgeand transactions,
securing auto insurance in conjunction with foreagmomobile rentals, excess
baggage requirements and fees.

3.5.4. Visas. The Contractor shall assist tragaleobtaining visas for foreign
travel. The Contractor is required to provide @acost to the Government, daily
visa deliveries/pickups not to exceed five sepadatevery/pick-up points per
day. This includes pickup and delivery of passpartd visas between the
Embassy and other foreign embassies or processingspocated within the
servicing city or area, on a daily or as neededsbas

3.5.5. Seminars and Meetings

The Contractor shall make all arrangements necg$sathe presentation of
conferences, seminars and meetings for officialéamwment requirements. The
Contractor shall not charge the Government a tcimsafee or any other fee for
this service, as further outlined in paragraph 1’ A@rangements shall include:

» the reservation of meeting or classroom space;

* audio-visual equipment;

» attendee lodging;

* meals;

* Dbreakout rooms; and

» transportation to seminar meeting site.

The Contractor shall make the reservations reqddstehe U.S. Government

employee for this official function regardless dfi@ther or not travel is involved.
The Contractor shall document that such services@mpetitively obtained from



3.6.

the lowest-cost vendor that complies with requgséigency's quality standards.
The agency retains ultimate responsibility for caating with the facility,
auditing final bills, and issuing deposits and/ayment to the facility.

3.5.6.

3.5.7.

Information Pamphlets

3.5.6.1. The Contractor shall develop, print and/deto the
Government, pamphlets listing procedures for travese of the services
under this contract. These should be approximatetket or letter size,
about two pages long, and should provide Contrggttone numbers and
other relevant information. The Contractor shafigare as many
pamphlets as required by the Government, subjesgppooval by the
COR, who shall review the pamphlet before it isif@id and delivered in
guantity to the Government. The Contractor shalintain at its expense
a sufficient supply of these pamphlets throughbatduration of the
contract and furnish additional quantities after ithitial quantity, when
requested by the COR.

3.5.6.2. Additionally, the Contractor shall incluolee pamphlet
with each ticket and itinerary package orderedrdptie first quarter of
the contract period (first three months), and tret §uarter of any option
years extended under the term of any resultingraot{s).

Special Fares/Packages

The Contractor shall advertise special fares/paekand tours in the Embassy
weekly newsletter. The Contractor shall make ayeaments for this
advertisement with the COR.

Traveler's Itineraries

The Contractor shall provide to each traveler aete, printed itinerary document
including, but not limited to the following:

carrier(s);

flight, train, bus and voyage number(s);
if applicable, annotate that the traveler refuseddontract or lowest fare offered;

departure and arrival time(s) for each segmentettip;



name, phone number, location, room rate(s), coatitn number of hotels/motels
booked by the contractor at each destination aadagieed arrival check-in time,
cancellation requirements; and where applicableex@mpt information. If

requested by the Government, the Contractor shcllide a clear statement regarding
compliance with the Hotel and Motel Fire Safety At1990. If requested, the
statement shall read as follows: "The lodgingdele satisfies (or does not satisfy)
the requirements of the Hotel and Motel Fire Safetyof 1990." The Government
would only make this request if travel will be witran area covered by this Act.

vehicle rental company, to include name and tek firelephone number of supplier,
pickup and return dates, location of pickup, canéd rate and confirmation number
and, where applicable, special pickup instructiand hours of operation, notably for
off-airport suppliers.

local and toll-free 800 numbers, (the latter omlgnvailable in the country in which
these services are provided) for both the servioffige and the after-hours
emergency services location. If toll-free 800 numskare not available, then the
collect calls shall be accepted and this notifaaghall be included on the itinerary.

a statement and a copy of the passenger receipboaf all charges associated with
the transportation ticket, including the ticket rhen price, fees charged and a
description of those fees.

Indicate type of ticket, electronic or paper.

if use of a non-contract carrier is authorized,@oatractor shall annotate one or
more of the following reasons to show contract-pigyr coverage and agency
justification for non-use. The Contractor may afgha or numeric codes for
representation;

» Space or scheduled flights are not available i timaccomplish the purpose
of travel, or use of contract service would reqtire traveler to incur
unnecessary overnight lodging costs which wouldeiase the total cost of the
trip; or

» The Contractor's flight schedule is inconsisterthveixplicit policies of
individual Federal departments and agencies, wéyg@pécable, to schedule
travel during normal working hours; or

* A non-contract carrier offers a lower fare avaiéatd the general public, the
use of which will result in a lower total trip cdstthe Government, to include
the combined costs of transportation, lodging, syeaid related expenses.



3.7.

3.9.

Note: This exception does not apply if the corttcaerier(s) offers a
comparable fare and has seats available at thegtdaif the lower fare offered
by a non-contract carrier is restricted to Govemnnaad Military travelers on
official business and may only be purchased wiBil&k or Government
contractor issued general charge card, such as,, Y&, ODG, VDG and
similar fares.

Ticket Delivery

3.7.1. The Contractor shall provide delivery tolatlal delivery points (up to
twice a day) of tickets, itineraries, and boardoagses (if applicable), and other
travel documents, as determined necessary by thm&sy. The Contractor shall
also provide emergency delivery to those locamMaeli points or the local airport
within two hours notice. Tickets shall routinelg provided no earlier than two
days in advance of travel unless the Governmeniastq otherwise. The
Contractor shall deliver tickets only to employeesignated by the Government.
When agreeable to the traveler and GovernmenCtiméractor may generate
electronic tickets.

3.7.2. Travelers shall be provided an itinerary emdfirmation number in
advance of travel. Prepaid tickets shall not lesluss a routine method of
providing tickets.

Management Reports and Deliverables

The Contractor shall provide the Government witmaggement information reports. As
a minimum, the Contractor shall develop the follogvreports which shall be delivered
within the time frames set forth in Section 1, @amation of block 20, paragraph 10.0:

3.9.1. QUARTERLY PROBLEMS AND SOLUTIONS REPOR™A concise
quarterly narrative (no more than one page) ofdbetractor's activities. This
report shall identify problems and recommend sohgi The report shall include
suggestions to enhance service, where appropridte.Government encourages
interim reports, as deemed necessary by the Cooitrac

3.9.2. QUARTERLY SALES ACTIVITY REPORT A quarterly summary of
sales activity data. The Contractor shall preplaeereport in accordance with the
sample in Section 1, Attachment 1. This summaayi saflect all official sales
activity for each agency using the contract, whethe travel was purchased
using a GTR, Government Travel Charge Card or CBA.

3.9.3. RECONCILIATION REPORT OF TRANSPORTATION BIINGS




3.9.3.1. The Contractor shall provide automatedmeitiation of
transportation billings charged through user agesi&@BA accounts. The
Contractor shall use an automated accounting sysidmdirect interface
among the reservation, ticketing and accountingnetds so that all
passenger reports and summary data are automgatjealerated from
point-of-sale information.

3.9.3.2. Agencies participating in the Governmetttarge card
program have agency CBA accounts established htlchharge card
company. The charge card company will provideGbatractor with
magnetic tapes or floppy disks of a month's CBAHgk for each
participating agency, at the agency’s requestrdeioto perform
automated reconciliation of accounts, the Contractast have a tape
drive and sufficient computer capacity. The Carttvashall run these
tapes/disks against its own tape of transactiopsdeide each agency
with reconciled charges, no later than five (5) kiog days from receipt
of the charge card vendor’s billing tapes.

3.9.4._ MONTHLY TRANSACTION FEE REPORT

3.9.4.1. A monthly report based on thagextion fee schedule of
the contract. This report shall list all transactfees to be paid by user
agency. The fees shall be broken down, not onlgig®ncy, but also by
type of transaction, following the line items iretpricing portion of this
contract. For example, if a courier is used, thagaction fee associated
with courier delivery shall be listed separatelynfrthe standard
transaction fee.

3.10. Communications System and Emergency Services

3.10.1. The Contractor shall provide servigimnday through Friday,
compatible with the Embassy’s standard workdayti&ed., continuation of
block 20, paragraph 13.0, below sets forth the abmorking hours for
Contractor personnel providing services underc¢higract. The Contractor shall
provide dedicated telephone service for the ac¢spat no cost to the
Government, to include:

» toll-free service for Government use, to the semgdocation, during regular
working hours;

e a24-hour toll-free number available to travelehsoh will allow immediate
access to a reservation agent to perform emergénegary changes outside
regular business hours;



and the acceptance of collect calls when toll-&reeess is unavailable.

3.10.2. The Contractor shall be responsible foueng that any subcontractor
providing 24-hour emergency service complies witlt@nditions of the contract.

3.10.3. In the event of emergencies (e.g., Presalateclared disasters, forest
fires, evacuations, floods, hurricanes, etc.),Gbatractor shall maintain
operations necessary to support the Government timdecontract. This
includes manning the office 24 hours a day as reduly the Government
responding to the emergency/evacuation and prayidectessary delivery of
tickets.

3.10.4. The Contractor shall answer at least 80gmerof calls within 20 seconds
and provide a recorded message for those callansstered in 20 seconds. The
recorded message shall give the traveler at leasbptions:

» to hold or
» toleave a message for a call back.

Return calls shall be made within one (1) hour. Tloatractor shall respond to
facsimile or e-mail requests by close of businesthe following business day,
unless travel is scheduled on a weekend, holidalyusiness day subsequent to
the day of the request.

3.10.5. Many times services required outside nokmaking hours are as a result
of visits by U.S. Government officials to the Embas In providing this service,
the Contractor may be required to provide Travaliidelors/Reservationists on
weekends, holidays and/or weekdays before or aftenal office hours. In
adhering to this requirement, the Contractor st@hply with all local labor laws
including the payment of staff overtime when apgthie. Additionally, the
Contractor shall provide travelers' assistanceices\uo official visitors.

Services would be of a "Visitors Bureau" type tl@eta minimum, could include
the following:

Lodging Reservations

Travel Changes and Confirmations

Entertainment Reservations, including short exomsi

Travel Document Preparation for Military Travel



» Documentation for Travel Required by Foreign Gowegnts
* VIP Services

3.10.6. The Contractor shall be capable of accgptinst major credit cards for
payment of travel services.

3.10.7. If the Contractor's reservation centeemate from the Embassy, the
Contractor shall provide toll-free numbers for bgeagencies’ employees to
make reservations during the Embassy’s regularshoiuoperations. Remote is
defined as areas where agencies would have to lmagalistance calls to reach
the Contractor.

3.10.8. Emergencies - The Contractor shall conttoygovide services during
emergencies or contingencies. In connection witlteations or large scale air
movements of noncombatants, refugees or troop£; dinéractor shall establish
temporary office or expand existing services, ge@griate, to expedite travel
(such as, Noncombatant Evacuation Operation misgiofhe Government will
provide its own facilities during emergencies, eguired.

3.11. Media

In addition to the required reports, the Contrastmall produce, within reasonable
parameters, other management reports in formatsnaalth requested from time to time
by the Contracting Officer. To compile such repp@ontractor's back-office computer
shall be capable of collecting all data from rea&on and ticketing records in the format
requested. The Contractor shall also have thebd@gdo capture data for reports when
the CRS is not operating and for airlines that dosubscribe to a CRS.

3.12. Telefax Capability

The Contractor is required to have internationakKreapability at each site from which
services are provided under this contract.

3.13. Project Management

The Contractor shall provide reservation agentsgmel and equipment necessary to
assure that the highest quality of service is gtedi The Contractor shall have the
capability to make reservations and provide ticlti$s servicing office(s) when its
Centralized Reservation System (CRS) is not opegand when reservations cannot be
made on an airline through a CRS.



3.14_eTravel Service (eTS)

The electronic travel (eTravel) project is groundethe President’s E-Government
initiative and the Administration’s commitment tmploy the latest technology to create
a more efficient, citizen-centered Federal Govermmd he eTravel project was
launched in response to The President’s ManageAgarida. eTravel is a change
management initiative that is supported and endiyaechnology. Its mission is to
improve the internal efficiency and effectivenetthe Federal Government by
simplifying applicable policies and regulations dnydimplementing common
administrative processes for Government traveliseswthat eliminate duplicative and
redundant processes and systems. eTravel isaboddtive, inter-agency initiative
whose purpose is to realize operational efficiesiat@st-savings, and increased service to
the Federal traveler through a common, automatetlirdegrated approach to managing
Federal Government travel functions.

The eTravel initiative provides a web-based, endftd travel management service for
use by all civilian Executive Branch departmentd agencies of the Federal
Government. There are currently three vendors @eacontracts to support the eTravel:
Northrop Grumman Mission Systems; CW Governmenvdlraand EDS. Use of the
eTravel Service (eTS) by Executive Branch agensiestablished by policy and
regulation. The eTravel Program Management Offitgure compliance with the
policies, regulations, and use of the common Gawent-wide eTS.

Information on the eTS can be found by clicking ¢fi& web page

3.15 eTS REQUIREMENTS
In support of eTS as specified in agency task stdbe Contractor shall:

« Ensure that products/services provided to partitigaagencies complement and
support the eTravel Service (eTS) and its objestimean efficient and cost-effective
manner. The objective of the eTS is to:

* Consolidate travel processes at the Government-\ecs;

» Consolidate travel processes through the commorefawent-wide eTravel
Service

» Consolidate data to enable leveraging the Govertimgavel buying power;

* Provide an integrated, web-based travel manageemionment that is
customer-centric, self-service, and offers endrid-avel services from travel
planning, reservation and ticketing services thiougucher approval and
common data output for agency financial systems;

» Facilitate and simplify the travel process for Besleral traveler, and improve
customer service to the Federal traveler; and festgerior customer satisfaction;



» Accelerate reimbursement of travel expenses té¢-dueral traveler and to travel
charge card vendors;

* Enable central travel management and make travekdures configurable at the
department, agency, and subordinate organizatiaisie

* Minimize or eliminate the Government’s capital istreent as well as
Government-wide operational and maintenance costs;

» Significantly reduce the cost of Federal travel agagment to achieve dramatic
savings by avoiding unnecessary duplication of maten efforts by the various
federal agencies;

* Provide Government-wide consolidated and aggregédéaito support world
class travel management and afford greater vigibilto Federal travel processes
for continued management improvement and cost gayin

» Leverage commercial and Government travel managebesh practices and
adopt commercial standards and practices wheressilge;

* Maximize the use of open architecture standarda/edisas leverage industry
standards and commercially available services appgat items.

* Work and exchange data with the eTS contractor ucmtgract with the Government
as specified in the task order. This may includerfacing/integrating with the eTS
provider by providing contact information, telepleamumbers, file formats/sample
PNRs, open branch access/pseudo city codes; paittity in subcontractor/teaming
agreements; participating in training and/or megtimon-disclosure agreements;
synchronization and security requirements; etcletmotherwise mutually agreed to
between the eTS and TSS contractors, ownershiped?NR shall reside with the
ticketing entity. Each eTS contractor’s standdodsaccommodating non-eTS travel
agent service providers is provided at Attachment 1

« The Contractor must state its understanding teatdtvices, products and processes
offered must complement the eTravel Service (e®6all civilian agencies using the
eTS. If the Contractor is offering a booking erggin conjunction with its offered
services, it must state its understanding that sushoking engine may only be
offered to those agencies not participating indf& (in full or in part) and/or to
those agencies not subject to the Federal Travghlggon.

4.0. Contractor Priority

The Government's travel requirements shall be decbthe highest priority. The
Contractor must ensure that non-Governmental trames$iderations do not delay, impede, or
frustrate the Contractor's timely effective proocaeg®f official Government travel.

5.0 Furnishing of Equipment/Property




6.0

5.1. The Government will provide the propertydisin Section 1, Attachment 3. The
Contractor has the option to reject any or all Goreent furnished property or items.
However, if the Government furnished property jscted, Contractor shall provide all
necessary property, equipment or items, adequajeantity and suitable for the intended
purpose, to perform all work and provide all seegi@at no additional cost to the
Government. The Contractor shall use all Goverrirhenished property or items only
in connection with performance under this contraidte Contractor is responsible for the
proper care, maintenance and use of Governmenégyop its possession or control
from time of receipt until properly relieved of pemsibility in accordance with the terms
of the contract. Negligent use of Government f&ined property that results in damage
or destruction is cause for repair or replacemetiteaContractor's expense.

5.1.1. The Contractor shall maintain written melsoof work performed, and
report the need for major repair or replacemenkvimr Government property in
its control. The Contractor shall assure thatGlogernment property will be used
only for those purposes authorized in the con@adtthat any required approvals
for use will be obtained prior to use.

5.1.2. The Contractor shall physically inventatlyGovernment property in its
possession. Physical inventories consist of sightagging or marking,
describing, recording, reporting and reconciling plmoperty with written records.
The Contractor shall conduct these physical inwéedannually, as directed by
the COR, and at termination or completion of thetect. Unless approved in
advance by the Contracting Officer, personnel wianitain the property records
or who have custody of the property shall not leeitidividuals who perform
these inventories.

Space for Performance of Required Services

6.1. On-site Services ¥or the provision of On-site Travel Management €ent
(TMC) Services, the Contractor shall operate ouhefGovernment’s facility, on
Government property, located at the address st i@ow in the paragraph, “Place of
Performance”. Any renovation to the space, suddrastion or removal of walls and
partitions, electrical or plumbing connection, gisig, carpeting, and any other related
work, shall be at the Contractor's expense. Alhplfor space renovation must be
approved by the COR and all arrangements for rdimvavork must be made by or
through the COR. Until such time as office spaue {@lecommunications arrangements
are completed within the Government location, tleat€@ctor shall arrange for delivery
of travel documents to the Government locationwdfking in Government-provided
space, the Contractor's employees shall abidedtvernment's smoking policies.

6.2. The Contractor shall ensure that its emplogeelsagents working on the U.S.
Government premises shall observe all health afatyseodes including participation in



7.0

safety drills when directed either orally or byaddished signals, fire alarms, bomb threat
alarms, etc. The Contractor's employees shall kttmEmbassy’s fire regulations and
shall report fires immediately upon detection biyngsghe nearest fire alarm or by
telephoning the Marine guard. The Contractor’s leyges shall participate in a security
briefing about security measures required at theédssy and the safe guarding of private
information about any Embassy travelers.

Minimum Personnel Requirements

All Contractor personnel providing services undgs tontract shall be fluent in English

as well as the local language and meet the follgwaguirements. See also paragraph 20.0
below, “Key Personnel”, for requirements regardiey Personnel.

8.0

7.1. Contractor's Project ManageiThe Contractor shall provide a Project Manager
who shall be responsible for the administratiopesuision, and coordination of its
Government operations. The Project Manager slaak lexperience in the management
of travel services and shall have adequate auyhtorinake decisions for the timely
resolution of problems. The Project Manager stadirdinate closely with the COR.

7.2. Site Manager(s)At each site, the Contractor shall provide & $anager who is
experienced in operating automated reservatiortiaketing equipment to arrange
transportation via all modes, lodging, and vehrelatals. The Site Manager shall have
supervisory experience with travel accounts, andxXperienced in operating the
automated reservation and ticketing systems prapimsehis account.

7.3. _Travel Counselors/Reservationisi®e Contractor shall provide full-time travel
counselors/reservationists. The Travel Couns&as#rvationists shall have been
trained in operating the proposed automated reBenvand ticketing equipment. The
Contractor shall provide qualified substitute perss for absent permanent employees,
when service levels are negatively impacted, asrawhed by the Government.

7.4. Other PersonnelThe Contractor shall provide whatever other pengl are
necessary to comply with the requirements of thrgract.

7.5 Other ConsiderationsAll Contractor personnel who provide servicedanthis
contract shall be acceptable to the Governmerdrimg of personal conduct.
Employment and staffing difficulties shall not siification for failure to meet
established schedules.

Contractor’'s Quality Control Plan

8.1. General. The Contractor shall maintain pracesito continually monitor the
quality of travel services, with the goal of prowig and maintaining the highest level of



customer service/satisfaction. These procedura@setsure compliance with
communication requirements, Section 1, continuadiolblock 20, paragraph 3.10 and
include:

» an internal method for monitoring, identifying acarecting deficiencies in the
guality of service furnished the Government and

* Quality Service survey form that addresses tragglices to be furnished under
this contract.

8.2.  Specifics. The Contractor’s Quality Contrtampshall outline procedures to
ensure that the lowest applicable fares are oldaand that the Contractor complies with
contract city-pair fares. To ensure compliance,@lontractor shall, as necessary:

* make adjustments for any change(s) in flight, trairs or steamship
schedules;

« modify or reissue tickets and billings to reflenyachanges;

e provide timely notification to customers of changesickets/itineraries,
particularly those which occur after ticket issuaue.g., fares, routing,
delays, closings), and;

* provide courteous and prompt resolution of custotoenplaints.

The Contractor’'s automated system shall assureviedsmn accuracy and lowest fares,
and rebooking passengers at lower fares or regepreferred seats if such fares or seats
are not available at the first attempted bookiAgditionally, the Contractor shall
identify methods to check all tickets/itineraries fequired data and lowest fares, to
include those that cannot be checked through tteraaied system(s).
8.3.  Within fourteen days of contract award, the@actor shall furnish a Quality
Service survey (questionnaire) to the COR for apgltoThe Quality Service survey
shall include, as a minimum:

* measurement factors for prompt telephone response;

» courtesy and professionalism of Contractor persipnne

e reservation accuracy;,

» ticket delivery and document accuracy, and;
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» overall quality of service provided.

Additionally, the survey form shall identify the @wactor and provide space for
customer comments. The Contractor shall periolgickétribute these questionnaires to
at least ten percent (10%) of ticketed traveleus not less than twice a year. The
Contractor shall make these responses availalthetGOR.

Transition Reguirement and Continuity of Segsic

9.1. The Contractor shall comply with FAR clauge237-3, "Continuity of Services",
during any transition period.

9.2. The Government requires a smooth and ordenhsition between the Contractor
and the successor Contractor to ensure minimuragtisn and avoid decline in service
to the Government. Unless otherwise specifietheyGovernment, the Contractor shall
provide to the successor Contractor copies of@kings and Passenger Name Records
(PNRs) taken on or before the contract expiratiate dfor travel taking place after the
expiration of the contract. In addition, the Cawtor shall provide the successor
Contractor with copies of all agency profiles aidzvernment traveler sub-profiles as
well as all Government travel preference profiledsacurrently in possession of the
Contractor, as directed by the Contracting OffeCOR.

9.3. The Contractor shall book all requests ierees prior to the expiration of the
contract regardless of the date of commencemetnawadl. Unless otherwise requested
by the ordering agency, however, the Contractolt sb&issue tickets for travel that
commences later than two working days after theratipn of the contract.

9.4. For example, if a contract ends on FridayQbatractor, unless otherwise
requested, shall not issue tickets for travel comimgy later than the following Tuesday.
The Contractor is required to issue and delivesadh tickets by close of business of the
last working day of its contract (in this examgteiday). Issuance of and delivery of
tickets for travel beginning the following Wednegaua later, even if originally booked
by the Contractor, is the responsibility of the@essor Contractor. As of Monday, all
new requests shall be handled by the successoracuot

9.5. The Contractor shall adhere to the followinggedures during the transition
process:

9.5.1. The outgoing Contractor shall not take tragservations later than twelve
noon on the day of operations except in cases efgency travel. Such
emergency ticketing shall be done only when auteorby the COR.



9.5.2. Afternoon hours of the final day of operatfor the outgoing Contractor
shall be used for the transfer of the PNR's taritbeming Contractor.

9.5.3. If the transition is for an on-site operafithe on-site office shall be
closed to walk-in traffic, starting at twelve nofoacal time) on the day prior to
the last day of operations of the outgoing Contnaaxcept for emergency travel
arrangements.

9.5.4. If the incoming Contractor had proposedatetover the outgoing
Contractor’'s CRS or other equipment, this shouldirdized during the
afternoon hours of the last day of the transition.

9.5.5. The Government is responsible for notifyilsgemployees of the
proposed closings and interim procedures for olstgiamergency services. Such
notice shall be posted in the on-site office.

9.5.6. The outgoing Contractor shall make all seamand meeting arrangements
it receives prior to the end of the contract, rdgss of the date of
commencement of the meeting. Unless a purchase bag been issued to the
outgoing Contractor, all arrangement informatioalshe turned over to the
incoming Contractor. If a purchase order has hesred to the outgoing
Contractor that Contractor will continue to make tequested arrangements in
accordance to the terms of the contract under wihielpurchase order was
issued.

NOTE: Failure to effect a smooth transition widl locumented, forwarded to the
outgoing Contractor, and will be made availableftwure past performance
evaluations in accordance with solicitation requieats.

10.0 Deliverables

10.1. The Contractor shall provide the followindikrables/submittals within the time
frames identified below:

REFERENCE/

DELIVERABLE DUE DATE* ADDRESSEE

Ticket Delivery As applicable. Routinely, Trageleither by
no earlier than two days pickup or by Contractor
prior to travel, emergency  delivery as outlined in
prepaids to appropriate this contract

airports within 2 hours.



Quarterly Problems and 10th day after the last daZOR
Solutions Report of each calendar quarter

Quarterly Sales Activity Report 10th day after thet day @ COR
of each calendar quarter

Reconciliation Report of foday after receipt of COR
Transport Billings charge card vendor’s
billing tapes.
Transaction Fee Report ®8ay of each month COR
TMC Information Pamphlet 14 days after start date COR/traveler

listed in Notice to Proceed
and for all other
deliveries, within 3 days
of request from COR; to
individual travelers at time
of ticket issuance

Quiality Service survey 14 days after start date RCO
set forth in Notice to
Proceed

11.0 Notice to Proceed, Period of Performance Giibns

11.1. Notice to Proceed

11.1.1. Immediately upon receipt of notice of adyaine Contractor shall take all
necessary steps to prepare for performance okttveces required hereunder.
The Contractor shall have a maximum of thirty cdeerndays to complete these
steps.

11.1.2. Following receipt from the Contractor oteptable evidence that the
Contractor has obtained all required licenses, fieramd insurance and is
otherwise prepared to commence providing the sesyithe Government shall
issue a Notice to Proceed.

11.1.3. On the date established in the Noticerdéad®d (this notice will allow a
minimum of seven (7) calendar days from the datih@MNotice to Proceed,
unless the Contractor agrees to an earlier déte)Contractor shall start work.

11.2. The performance period of this contractasnfthe start date established in the
Notice to Proceed and continuing for 12 monthshyiour (4), one-year options to



renew. This contract also includes an additiopdilom under FAR 52.217-8. The initial
period of performance includes any transition peaathorized under the contract.

12.0 Place of Performance

The Contractor is required to provide one Travehi&igement Center to be used to
provide the services required hereunder. This ceahigl be staffed by the Contractor's
personnel and located at:

American Embassy Zagreb
Thomasa Jeffersona 2
Zagreb Croatia 10010

13.0 Hours of Service

The Contractor shall provide serviceoNday-Friday during the hours of 8:00 to 16:30.
The Contractor shall provide emergency servicesidatregular working hours through a 24-
hour, toll-free phone number, available to all Gowveent travelers. See also Section 1,
continuation of block 20, paragraph 3.10.

14.0 Basis of Compensation to the Contractor

14.1. Official Travel. The Government will reimiserthe Contractor for transportation
services for official travel arranged by the Coatoa. This reimbursement will include
only the actual carrier rates and/or fares effector air, rail, bus and steamship tickets
issued to Government travelers for official trav&he Government will also pay the
Contractor, upon receipt of a proper invoice, tppli@able transaction fees. The
Contractor shall comply with travel authorizati@gyuirements established by the
Government to verify that transportation billedas official travel. The Government
shall issue a Travel Authorization (TA), which dhzd furnished by the traveler to the
Contractor. The Contractor shall use this TA townent each official ticket. The
Contractor shall ensure that the Government igdbiibr prepaid ticket charges only
when required by airline tariff. Most airlines leagxemptions to this charge for official
Government travel.

14.2 Transaction Fee. See paragraph 17.0 follsletgarding how the transaction
fee shall be administered.

14.3. Personal Travel. The Government acceptmhbitity for the cost of any personal
travel arranged by the Contractor for Governmernlegees. The Contractor is
responsible for collecting payment from the travébe the cost of personal travel and
any transaction fee, if applicable.
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14.4. Commissions by Service Providers. Otherpmamation for services provided
under this contract may be in the form of commissiteceived by the Contractor from
carriers, and suppliers of lodging, rental vehickasl other travel services. The
Government accepts no responsibility or liabiliby payment of such concessions. The
Contractor is warned that commercial practices n@yapply to the payment of
commissions on Government rates.

14.5. Advance Deposits. When advance deposfeegrare required by hotels or
similar facilities for the arrangement of seminargonferences, the Government shall
pay the Contractor for such fees incurred.

Billing and Payment Procedures

15.1. Billing and payment procedures for tramgtion expenses will differ, as noted
below, according to whether the agency is parttaigan the Government travel card
program. Only the cost of official carrier trangjabion and excess baggage may be
charged to the Government, plus the transactionréeiced by any commission.

15.2. The Contractor shall refund immediataky difference in cost if the Contractor
has failed to book the lowest available fare exéepthe constraints noted in Section 1,
continuation of block 20, paragraph 3.,2Hat satisfies agency needs. No transaction fee
shall be charged for this refund, but neither stiedltransaction fee paid by the
Government, be refunded by the Contractor.

15.3. The traveler must make payment footllér services, such as hotels or rental
cars. The traveler shall make such payment, a®ppate, to the supplier or to the
Contractor. The Contractor shall accept the Gavemnt travel card (as described below)
and may allow any other mutually accepted arrangeéme

15.4.  Agencies Participating in the Governmenwvé&r&ard Program

15.4.1.The Government has contracted Witibank to provide Government
Travel Charge Cards to U.S. Government travelarpdochase of transportation
and related travel services. The cards have #melatd logo and are issued to
individual employees in the employee's name.

15.4.2.In additionCitibank also has an arrangement with the Government to
provide CBA accounts for agency use to purchaseiaiffairline transportation.
These are account numbers established with the&xbot for transportation
charges billed to participating agency offices.

15.4.3.The Contractor shall accept @igbank Government Travel Charge
Cards only for official transportation and othefi@él travel services, including



15.5

lodging and vehicle rentals. In addition, the Qaator shall accept the CBA
account for agency purchase of official airlinengportation. The Contractor
shall process these transactions in the same maarkose using similar private
charge and credit cards.

15.4.4.Contract airlines have agreed to accepGtbvernment Travel Charge
Card account as an authorized form of paymentudochmase of GSA's city-pair
contract fare, (YCA and CAand for purchase of non-contract Governmentfare
(YDG or similar).

15.4.5.Each ticket issued by the Contractor skédrence the appropriate
Government Travel Charge Card or CBA account nuritbdre payment box.
The Contractor shall ensure transportation is athtg the correct accounts.

15.4.6.0fficial transportation sales purchasetth idovernment Travel Charge
Cards and CBA accounts must be included in manageimermation
summaries provided to the COR.

Agencies not participating in the Governmimtvel Charge Card or CBA
Program

15.5.1. Each traveler’s agency will assign thaet@xtor, a U.S. Government
Transportation Request (GTR), SF 1169, as an dldigarocurement instrument
covering a designated period of time correspontbrtge billing cycle. Each
ticket issued by the Contractor shall referenceaghy@ropriate GTR number in the
endorsement.

15.5.2. At each agreed upon billing cycle, thet@actor shall prepare and issue
to each agency a Public Voucher for Transportai8#1113) with an itemized
report or invoice which sets forth the name ofttlageler, origin and destination
points, ticket number, GTR number and fare. Theestent shall also include a
summary of the number and dollar value of all tiskesued during the
designated period. Enclosed with this statemeait ble the supporting
documentation, such as ticket coupons, togethér nwiated TA's.

15.5.3. The Contractor shall fully document fasaghe invoice or report any
exceptions to the use of GSA's airline contradtis Teporting requirement
applies to official Government travel only. Faduo provide adequate
documentation of agency justification for not usamy mandated program may
result in the Contractor being denied compensdijothe Government in excess
of a documented discount fare.



15.5.4. The Contractor shall bill no more frediyethan monthly. For each
agency using the GTR, the Contractor, with reviea approval by the COR,
shall document each agency's requirements. Tlmgndentation shall specify:

» the vendor code;
* requirements for documentation and authorizatiooffoial travel;
* delivery arrangements;

* invoice requirements, billing and payment proceduned appropriate agency
addresses.

» SCAC Code: If payment will be by GTR, the Contractball obtain a
Standard Carrier Alpha Code (SCAC) from the Natidnator Traffic
Association (2200 Mill Road, Alexandria, VA 22314)3-512-1800. This
code will be used by the Government to audit thatator's billings. The
cost of obtaining this designation (currently $28.6hall be borne by the
Contractor. The COR shall provide the Contracssisiance in this process.

16.0 Refund Procedures

16.1.

16.2.

Under no circumstances shall the Contrgarmride any Government
employee with a cash refund on tickets for offiGavernment travel.

Agencies shall use SF 1170s or receipteefarned tickets to apply to the
Contractor for refunds for unused transportatiorcpased directly by the agency.
Documentation standards shall be established ¢ty &gency but, as a minimum,
the Contractor shall identify each refund or crégioriginal ticket and invoice
number (if applicable).

16.2.1.For CBA PurchaseBhe Contractor shall treat refunds on purchages b
CBA in the same manner as refunds for similar ahargcredit card purchases.
Refunds for unused, downgraded or exchanged ticket be made by the
Contractor immediately in the form of a credit redureceipt returned to the
agency, with the credit applied to the agency's CBW cash refunds shall be
made for CBA purchases.

16.2.2.For GTR Purchaséghe Contractor shall remit refunds to the agency
within ten working days after receipt of applicatifor refund. There is nothing
expressed or implied in this provision to precltite Contractor from making
refunds on account.




17.0

16.3 Employees who have been issued GovernmenellCharge Cards shall apply
directly to the Contractor, through the deliverytol point, for refunds for
unused transportation. The Contractor shall saah refund requests in the same
manner as refunds for similar charge or travel garthases. Refunds shall be
given immediately, in the form of a credit refurgteipt returned to the
employee, with the credit applied to the individeaiployee's travel card account.

Transaction Fee Procedures

17.1 Official and Personal Travel. These proceslapply only to official
Government travel, not personal travel. Any teari®n fee charged to an individual
on personal travel shall be between the traveldrtiae Contractor. However, the
Contractor shall post in a plainly visible locatjdhe transaction fee to be charged to a
traveler on personal travel.

17.2. Charging of Transaction Fees. Block 20agaaph 2.0 includes definitions for
“Transaction” and “Transaction Fee”. The followipgragraphs describe what
constitutes a transaction for purposes of chargitrgnsaction fee.

17.2.1.  When requested by the Government, thér@zor is required to arrange
for transportation of one or more individuals. Wstich time as the Government
requests the Contractor to issue and the Contractaally issues a ticket for
transportation, no transaction fee shall be chafgedny services associated with
that transportation, including but not limited to:

» the original transportation reservations;

* changes to the original transportation reservations

* lodging reservations;

» car rental reservations; and

» any related services described in Continuationlo€iB20, paragraph 3.5 or
elsewhere in this contract

17.2.2. Upon issuance of the transportation tjcke Contractor shall charge the
Government the applicable transaction fee for ocaesgaction, that transaction being the
ticket issuance. The Contractor shall not chadyitisnal transaction fees for any other
services noted above or elsewhere in this contract.

17.2.3. Once the ticket is issued, if the travedguests a change in that ticket that
requires ticket reissuance, the Contractor shaltgdnthe Government an additional
transaction fee. No additional transaction fedl ffeacharged for any other services.



17.2.4. After ticket issuance, if the Contractarst change and/or change and reissue the
ticket because the Contractor or the Governmegbuers a Contractor-caused error in
the routing, carrier or other problem, there shalho additional transaction fee charge.

18.0 _Security

The Government reserves the right to deny acceldsS.-owned and U.S.-operated
facilities to any individual. The Contractor shaitbvide the names, biographic data and police
clearance on all Contractor personnel who shalldegl on this contract prior to their utilization
as required below ittGovernment Approval and Acceptance of Contractmplbyees”. The
Government shall issue identity cards to approvendt@ctor personnel, each of whom shall
display his/her card(s) on the uniform at all tirmdsle on Government property or while on
duty at private residences. These identity careshee property of the Government and the
Contractor is responsible for their return upomie@ation of the contract, when an employee
leaves Contractor service, or at the request oGiernment.

19.0 Government Approval and Acceptance of Contrd€émployees

The Contractor shall subject its personnel toGbgernment's approval. All employees
shall pass a suitable investigation conducted byQbntractor, including recommendation(s)
from their respective supervisor(s). Also requited police check covering criminal and/or
subversive activities, a check of personal resideand a credit investigation. All such
investigations shall be provided in summary fornthi® COR for review and approval or
disapproval. The contractor shall not use any eggas under this contract without Government
approval.

20.0 Key Personnel

20.1 The Contractor shall assign to this contitaetfollowing key person to the
identified position/function:

Position/Function Name
Project Manager *
Site Manager(s) *

* To be completed at time of award.

20.2. During the first 90 days of performance, @matractor shall make no
substitutions of key personnel unless the subgtitus necessitated by illness, death, or
termination of employment. The Contractor shatifygghe COR within 10 calendar
days after the occurrence of any of these evemtpeovide a detailed explanation of the
circumstances necessitating the proposed subgstifudomplete resume for the proposed
substitute, and any additional information requé$tethe COR. The proposed



substitute must possess qualifications comparaltleet original key person, as well as
satisfying any minimum standards set forth elsew/lethe solicitation/contract.

20.3 After the first 90 days, the Contractor maysiitute a key person if the
Contractor determines the change is necessary.et#wprior to making that
substitution, the contractor shall provide a cortgptesume for the proposed substitute,
and any additional information requested by thetating Officer. The proposed
substitute shall possess qualifications comparabilee original key person and meet the
minimum standards set forth in the contract.

20.4. Whenever a Key Person substitution is reqdesihe Project Manager shall sign
the resumes, certifying that the resume is accamadecomplete, and that the proposed
replacement meets the required experience levidle COR will notify the Contractor
within 5 calendar days after receipt of all reqdingformation of the decision on the
substitution. The COR shall confirm oral approwaisejections in writing. The
Government will modify the contract to reflect athyanges in key personnel.

21.0 Personal Injury, Property Loss or Damage (litgh

The Contractor hereby assumes absolute respatysiid liability for any and all
personal injuries or death and/or property damagdesses suffered due to negligence of the
Contractor's personnel in the performance of tine@ees required under this contract.

22.0 Insurance

The Contractor, at its own expense, shall prosite maintain during the entire period of
performance of this contract, whatever insurandegally necessary. The Contractor shall
procure and maintain during the entire period afggenance under this contract the following
minimum insurance:

Comprehensive General Liability
Bodily injury 1,000,000kn per occurrence

Workers' Compensation and Employer's Liability
Workers' Compensation and Occupational Diseas@®001000kn
Statutory, as required by host country law

Employer's Liability 1,000,000kn

23.0 Bonding of Employees




The Contractor shall obtain bonding for all em@ey associated with this contract, and
shall provide evidence of bonding before initiatamgy work.

24.0 Permits

Without additional cost to the Government, the Cactbr shall obtain all permits,
licenses, and appointments required for the prdasecof work. The Contractor shall obtain
these permits, licenses, and appointments in camge with applicable host country laws. The
Contractor shall provide evidence of possessiataius of application for such permits,
licenses, and appointments to the Contracting &ffiath its proposal. Application,
justification, fees, and certifications for anyditses required by the host government are entirely
the responsibility of the Contractor.

25.0 Post Award Conference

Within 30 days after contract award, a post avearference will be held at the
Embassy, the precise location, date and time fwdaded by the Government at time of award.

26.0 Task Order Issuance

Under this contract, any request for travel manage services for official travel shall be
considered to be issuance of a task order undasldise at FAR 52.216-18.
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ATTACHMENT 1 - ETRAVEL SERVICE STANDARDS FOR ACCOMBDATING

EXTERNAL TRAVEL AGENT SERVICES

CW Gover nnent Travel

CW Government Travel's 3 d Party TMC Integration Strategy:

The Department obtains Etravel services under a con
Wagonlit Government Travel (CWGT). CWGT has devel
package to accommodate the needs of those customers
TMC other than CWGT.

CWGT’s eTS Partnership Package is a sub-contractor kit that
follow:

»  Sub-contractor Agreement.

* TMC questionnaire that each 3
processing  eTS transactions.

» A copy of the file formats for data transmission to
requirements in Appendix 7 of the Master Contract.

» Alist of security provisions required to support t
of the  eTS solution.

* Non-disclosure Agreement.

The e2 Solution package provides for maximum flexibility
systems, PNR formats and PNR processing. In additi
synchronization services to TMCs, if desired.

tract with Carlson
oped a strong integration
who select or retain a

contains the

'd party TMC must prepare prior to

meet the reporting

he overall security

in agency backroom
on, they provide profile

Third party TMC Integrati on Requirenents:

Third party TMC's providing fulfilment and traditi
Federal Agencies using e2 as their
to perform a number of activities prior to implemen
of the contract. The following list is not all-inc
TMC an idea of what type of physical and logistical
to support an eTS implementation:

« Participate in weekly implementation planning meeti
later than 2 weeks after award of the eTS Task Order.
meetings will continue on a weekly basis until 2 we
implementation at a minimum. At the discretion of
team, meetings may be on a face-to-face basis or vi
Any travel expenses incurred by the third party TMC
own expense.

» Participate in a one-day training class on how to p
transactions, either at the customer site or at the
facility in San Antonio, Texas.

* Provide the e2 technical team with a point of contact for techni
assistance in the area of PNR configurations, profi
etc

onal travel services for
eTS solution provider should be prepared
tation and during the life
lusive but should give a
support will be required

ngs beginning no
Implementation
eks after

the e2 technical
a teleconference.
will be at their

rocess e2
e2 Training

cal
le configurations,




Provide a telephone number for transfer of calls fr
to the TMC during normal business hours

Provide a telephone number for transfer of calls fr
to the TMC after normal business hours (24 hour eme

Fill out the TMC technical questionnaire which defi
profile formats at least 30 days prior to implement

If profile synchronization is requested, the TMC mu
Profile Synchronization form at least 30 days prior

of e2

Provide the e2 technical team with 5 copies of sample PNR’s

Provide the e2 technical team with 5 copies of sample profiles
Provide the e2 technical team with 1 copy of the first level pro

be used for all PNR’s for the Federal Agency
Participate in testing of PNR formats and Profile f

Open branch access to the online booking engine pse
(branch access only, not AAA)

Open branch access to the e2 pseudo city code (branch acce
AAA)
Provide the e2 technical team with a list of pseudo cities which

authorized viewership of all online booking generat

Provide the e2 technical team with a written list of any discoun
numbers or ID codes for hotel and / or car rentals

prior to implementation and on a timely basis there

are acquired

Agree to provide transaction files to

than close of business on Tuesday of each week.
file formats at the first implementation meeting.
required prior to implementation for certification
completeness. Transaction files will be used only
reports required by the eTS contract.

e2

Agree to process transactions requiring agent inter
manner, to be dictated by the Federal Agency contra

om the e2 Help Desk

om the e2 Help Desk
rgency Help Line)

nes PNR formats and
ation of e2

st fill out the
to implementation

file to

ormats as requested

udo city code

ss only, not

are
ed PNR’s

t
at least 2 weeks
after if new ones

e2 on a weekly basis, no later

will provide the

Test files are

of data accuracy and
to provide those

vention in a timely
cting for services.

eTS Vendor For

nor e i nformati on:

CW Government Travel (CWGT) Praject Manager: Dan Le

212-5418 dalee@carlson.com

e (763)

Myers (210) 805-3763
Imyers@carlson.com

Contract Administrator: Lottie




Attachment 2 Quarterly Sales Activity Report.
8.2 QUARTERLY GSA FORM 3531

CWT U.S. Embassy EMEA contract
Version 1 - Feb 03

GSA contract number Due Dates
Name of person completing report 15-Apr
Company Name 15-Jul
Telephone number (country + area code) 15-Oct

15-Jan

Quarter covered by this report
Year covered by this report

This report covers the US Embassy in:

City
Country
IATA number

Date Due
Date submitted

$300.00 late penalty?

Official Air Transportation

Agency Name Number of tickets issued Sales in USD

DAO

FCS

PA

ODC

CONS

GSO

FMO/HR

RSO

EXEC

POL

EXBS

RAO

CLO

ECON

ISC

IPC

MS

FAS




IRC

ITC

Add more rows if necessary

Grand Totals

Multiply total number of tickets by

Amount of IFF to pay is




Attachment 3 to Description/Specifications/Statemerof Work

GOVERNMENT FURNISHED PROPERTY

The Government shall make the following propertgitable to the Contractor as "Government

furnished property"” for performance under the caattr

Nomenclature Serial Acquisition Property Quantity Date of

Number Cost Condition Acquisition
(each’ Code

Facsimile (FAX) 451-212081 | $1510.01 1 1 199¢

machint

Display, CRT, 27H026X $775.0( 1 1 200z

Compute

Printer, Laser JPKGC4757 | $1250.0I 1 1 200z

CPU(Centra 2UA41803F | $725.0( 1 1 200¢

Processing Uni T

Copier, Plain Pap | 2176782 $1563.0! 1 1 200¢

CPU(Centra LPFTAZ7 | $685.0( 1 1 200z

Processing Uni

PROPERTY CONDITIONS CODES

1

New or unused property in excellent conditiorea&y for use and identical or
interchangeable with new items delivered by martufac or normal source of supply.

New or unused property in fair condition. Sojlsdopworn, rusted, deteriorated,
damaged to the extent that utility is slightly inrpd.

New or used property so badly broken, soilededjsmildewed, deteriorated, damaged,
or broken that its condition is poor and its wikeriously impaired.

Property that has been slightly or moderatelgluse repairs required, and still in
excellent condition.

Used property which is still in fair conditioncansable without repairs; however
somewhat deteriorated, with some parts (or portraorn and should be replaced.

Used property that still is usable without repair poor condition and undependable or
uneconomical in use. Parts badly worn and detgedt

Used property, still in excellent condition, Imihor repairs required. Estimated repair
costs would cost no more than 10% of acquisiticst.co




Used property, in fair condition, but minor ragakequired. Estimated repair costs would
be from 26% to 40% of acquisition cost.

Used property, in poor condition, and recurringjonrepairs. Badly worn, and would
still be in doubtful condition of dependability andeconomical in use of repaired.
Estimated repair cost between 41% and 65% of adigui€ost.



SECTION 2 - CONTRACT CLAUSES

FAR 52.212-4, Contract Terms and Conditions -- Carmal ltems (OCT 2008), is
incorporated by reference. (See SF-1449, block 27a

ADDENDUM TO 52.212-4
None

52.212-5 Contract Terms and Conditions Requirdchflement Statutes or Executive Orders -
Commercial Items (OCT 2008)

(a) The Contractor shall comply with the following FealeAcquisition Regulation
(FAR) clauses, which are incorporated in this cacttby reference, to implement
provisions of law or Executive orders applicabl@tguisitions of commercial items:

(1) 52.233-3, Protest after Award (AUG 1996) (31 U.3853).
(2) 52.233-4, Applicable Law for Breach of Contracti@gOCT 2004) (Public
L. 108-77, 108-78).

(b) The Contractor shall comply with the FAR das in this paragraph (b) that the
contracting officer has indicated as being incoaped in this contract by reference to implement
provisions of law or Executive orders applicabl@tguisitions of commercial items:

Clause Number and Title

X | (1) 52.203-6, Restrictions on Subcontractor S&bethe Government, with
Alternate | (41 U.S.C. 253g and 10 U.S.C. 2402)RER006)[Check if order
exceeds $100,000]

(2) — (16) [Reserved].

(17) 52.222-19, Child Labor — Cooperation withtharities and Remedies (JUN
2008) (E.O. 13126)[Check if order is for supplies and exceeds theoric
purchase threshold]

(18) 52.222-21, Prohibition of Segregated Faesi{fFEB 1999)[Check if the
following apply: for supplies, the order exceed9 800 and is awarded to a U.S.
firm. For services, the order exceeds $10,000iaravarded to a U.S. firm whos
employees who will be performing the work wereuged within the U.S.]

D

(19) 52.222-26, Equal Opportunity (MAR 2007) (EX2246)[Check if the
following apply: for supplies, the order exceed9 800 and is awarded to a U.S.
firm. For services, the order exceeds $10,000iaravarded to a U.S. firm whos
employees who will be performing the work wereuged within the U.S.]

D

(20) 52.222-35, Equal Opportunity for Specialdbiled Veterans, Veterans of th
Vietnam Era, and Other Eligible Veterans (SEPT 2@88 U.S.C. 4212)Check if

D




the following apply: for supplies, the order exce&d 0,000 and is awarded to a
U.S. firm. For services, the order exceeds $10d4@0is awarded to a U.S. firm
whose employees who will be performing the worlewecruited within the U.S ]

(21) 52.222-36, Affirmative Action for Workers thiDisabilities (JUN 1998) (29
U.S.C. 793)[Check if the following apply: for supplies, theder exceeds $10,00(
and is awarded to a U.S. firm. For services, thdeo exceeds $10,000 and is
awarded to a U.S. firm whose employees who wildséorming the work were
recruited within the U.S.]

(22) 52.222-37, Employment Reports on Speciahbled Veterans, Veterans of
the Vietnam Era, and Other Eligible Veterans (SR2BU6)) (38 U.S.C. 4212).
[Check if you have included the clause 52.222-35]

(23) 52.222-39, Notification of Employee Rightsri€erning Payment of Union
Dues or Fees (DEC 2004) (E.O. 1320fcheck if over $100,000]

(24)(i) 52.222-50 Combating Trafficking in Pers¢A&JG 2007)

(i) Alternate | (AUG 2007) of 52.222-5Check if local law identifies “off limit
establishments”]

(25)-(29) Reserved

(30) 52.225-5, Trade Agreements (NOV 2007) (19.0. 2501, et seq., 19 U.S.C

3301 note)[Check if the order is for supplies and the amaoexteeds $193,000]

(31) 52.225-13 Restrictions on Certain ForeigncRases (JUN 2008) (E.O.s,
proclamations, and statutes administered by thie@®df Foreign Assets Control @
the Department of the Treasury). [Check if the orgldor either supplies or
services and the amount exceeds the micro-pur¢hesshold, unless authorized
by OFAC]

(32-35) Reserved

(36) 52.232-33, Payment by Electronic Funds Tieans Central Contractor
Registration (OCT 2003) (31 U.S.C. 3332). [Chdgkayment will be made by
EFT and the contractor has registered in the CCR]

(37) 52.232-34, Payment by Electronic Funds $fan- Other than Central
Contractor Registration (MAY 1999) (31 U.S.C. 333B)heck if payment will be
made by either EFT or other means, e.g., checktrendontractor has not
registered in the CCR]

(38-39) Reserved

(40))()) 52.247-64, Preference for Privately OdneS.-Flag Commercial Vessel
(FEB 2006) (46 U.S.C. Appx 1241(b) and 10 U.S.GB16[Check if the order is
for supplies that may involve ocean transportatairieast 50% of the gross
tonnage must be transported on privately owned-fla§.commercial vessels to
the extent that such vessels are available at ttzésire fair and reasonable for
U.S.-flag commercial vessels]

(i) Alternate | (APR 2003) of 52.247-64. [Cheitk00% of the supplies will be

transported on privately owned U.S.-flag commercessels]

(c) [Reserved]

—n



(d) Comptroller General Examination of Recor@he Contractor shall comply with the
provisions of this paragraph (d) if this contragtsrsawarded using other than sealed bid, is in
excess of the simplified acquisition threshold, dods not contain the clause at 52.215-2, Audit
and Records -- Negotiation.

(1) The Comptroller General of the United Statesan authorized representative of the
Comptroller General, shall have access to and t@bhkamine any of the Contractor’s directly
pertinent records involving transactions relatethts contract.

(2) The Contractor shall make available at ifsce$ at all reasonable times the records,
materials, and other evidence for examination,taodireproduction, until 3 years after final
payment under this contract or for any shorterqaespecified in FAR Subpart 4.7, Contractor
Records Retention, of the other clauses of thisraon If this contract is completely or partially
terminated, the records relating to the work teated shall be made available for 3 years after
any resulting final termination settlement. Resorelating to appeals under the disputes clause
or to litigation or the settlement of claims argsinder or relating to this contract shall be made
available until such appeals, litigation, or claiare finally resolved.

(3) As used in this clause, records include bpdsuments, accounting procedures and
practices, and other data, regardless of type egatdless of form. This does not require the
Contractor to create or maintain any record thatGbntractor does not maintain in the ordinary
course of business or pursuant to a provisionwf la

(e)(1) [This paragraph applies only if award is made t&. firm] Notwithstanding
the requirements of the clauses in paragraphg(a),c) and (d) of this clause, the Contractor is
not required to flow down any FAR clause, othenthi@ose in paragraphs (i) through (vi) of this
paragraph in a subcontract for commercial itemsle&s otherwise indicated below, the extent
of the flow down shall be as required by the cladse

(i) 52.219-8, Utilization of Small Business Conte (SEPT 2006) (15 U.S.C. 637(d)(2)
and (3)), in all subcontracts that offer subcortr@c opportunities. If the subcontract (except
subcontracts to small business concerns) excedfsGR®D ($1,000,000 for construction of any
public facility), the subcontractor must include ZI9-8 in lower tier subcontracts that offer
subcontracting opportunities.

(i) 52.222-26, Equal Opportunity (APR 2002) (EX1246).

(i) 52.222-35, Equal Opportunity for Specialdabled Veterans, Veterans of the
Vietnam Era, and Other Eligible Veterans (DEC 20@B)U.S.C. 4212).

(iv) 52.222-36, Affirmative Action for Workers ti Disabilities (JUN 1998) (29 U.S.C.
793).

(v) 52.222-39, Notification of Employee Rightsr@erning Payment of Union Dues or
Fees (DEC 2004) (E.O. 13201).

(vi) [Reserved].

(vii) 52.2222-50, Combating Trafficking in PersqdJG 2007)(22 USC 7104(g)).
Flow down required in accordance with paragraplof(§2.222-50.



(vii) 52.247-64, Preference for Privately Ownéd.-Flag Commercial Vessels (FEB
2006) (46 U.S.C. Appx 1241(b) and 10 U.S.C. 26FHpw down required in accordance with
paragraph (d) of FAR clause 52.247-64).



ADDENDUM TO CONTRACT CLAUSES
FAR AND DOSAR CLAUSES NOT PRESCRIBED IN PART 12

52.252-2 CLAUSES INCORPORATED BY REFERENCE (FEB 8p9

This contract incorporates one or more clause&f®rence, with the same force and effect as if
they were given in full text. Upon request, then@acting Officer will make their full text
available. Also, the full text of a clause may lbeessed electronically at:
http://acquisition.gov/far/index.html or, http:#&ite.hill.af.mil/search.htm

These addresses are subject to change. If thedtéd=uisition Regulation (FAR) is not
available at the locations indicated above, usd®iy. of State Acquisition Website at
http://www.statebuy.state.gov to see the linkh®REAR. You may also use an Internet "search
engine” (e.g., Yahoo, Excite, Alta Vista, etc.)ptatain the latest location of the most current
FAR.

The following Federal Acquisition Regulation clasisge incorporated by reference:

Clause Title Date

52.225-14 Inconsistency Between English VersionBradhislation of

Contract FEB 2000
52.228-4 Workers’ Compensation and War-Hazard hrsee Overseas APR 1984
52.228-5 Insurance - Work on a Government Instalat JAN 1997

The following FAR clauses are provided in full text

52.216-18 ORDERING (OCT 1995)

€)) Any supplies and services to be furnished utidsrcontract shall be ordered by issuance
of delivery orders or task orders by the individuat activities designated in the Schedule. Such
orders may be issued from date of award througb pasod or option periods if exercised.

(b) All delivery orders or task orders are subjedhe terms and conditions of this contract.
In the event of conflict between a delivery ordetask order and this contract, the contract shall
control.



(© If mailed, a delivery order or task order isismlered "issued” when the Government
deposits the order in the mail. Orders may besdsually, by facsimile, or by electronic
commerce methods only if authorized in the Schedule

52.216-19 ORDER LIMITATIONS. (OCT 1995)

@) Minimum order. When the Government requirggp$igs or services covered by this
contract in an amount of less than $200.00 the Gwowent is not obligated to purchase, nor is
the Contractor obligated to furnish, those supplieservices under the contract.

(b) Maximum order. The Contractor is not obligatedhonor--
(1) Any order for a single item in excess of $10,00;
(2) Any order for a combination of items in exce§$10,000.00; or
(3) A series of orders from the same ordering effidgthin $10,000.00 days that together
call for quantities exceeding the limitation in pabagraph (1) or (2) above.

(c) If this is a requirements contract (i.e., ird#g the Requirement clause at subsection
52.216-21 of the Federal Acquisition Regulation E§A the Government is not required to
order a part of any one requirement from the Catdraf that requirement exceeds the
maximume-order limitations in paragraph (b) above.

(d) Notwithstanding paragraphs (b) and (c) abtive Contractor shall honor any
order exceeding the maximum order limitations iragaaph (b), unless that order (or orders) is
returned to the ordering office within 2 days afssuance, with written notice stating the
Contractor's intent not to ship the item (or iterwed)ed for and the reasons. Upon receiving this
notice, the Government may acquire the supplie®orces from another source.

52.216-21 REQUIREMENTS (OCT 1995)

(a) This is a requirements contract for the supgpdieservices specified and effective for the
period stated, in the Schedule. The quantitiesipplies or services specified in the Schedule
are estimates only and are not purchased by thisam. Except as this contract may otherwise
provide, if the Government's requirements do nstlten orders in the quantities described as
"estimated" or "maximum"” in the Schedule, that f&wall not constitute the basis for an
equitable price adjustment.

(b) Delivery or performance shall be made only@barized by orders issued in accordance
with the Ordering clause. Subject to any limitagion the Delivery-Order Limitations clause or
elsewhere in this contract, the Contractor shatlifin to the Government all supplies or services
specified in the Schedule and called for by ordgssed in accordance with the Ordering clause.
The Government may issue orders requiring delit@multiple destinations or performance at
multiple locations.



(c) Except as this contract otherwise providesGbgernment shall order from the Contractor
all the supplies or services specified in the Saleethat are required to be purchased by the
Government activity or activities specified in tBehedule.

(d) The Government is not required to purchase fileenContractor requirements in excess of
any limit on total orders under this contract.

(e) If the Government urgently requires deliveryanl/ quantity of an item before the earliest
date that delivery may be specified under thisreatt and if the Contractor will not accept an
order providing for the accelerated delivery, thev&nment may acquire the urgently required
goods or services from another source.

() Any order issued during the effective periodtuk contract and not completed within that
period shall be completed by the Contractor withmtime specified in the order. The contract
shall govern the Contractor's and Government'dsighd obligations with respect to that order
to the same extent as if the order were completeitglthe contract's effective period; provided,
that the Contractor shall not be required to makedeliveries under this contract after [insert
date].

52.217-8 OPTION TO EXTEND SERVICES (NOV 1999)

The Government may require continued performamnegp services within the limits and
at the rates specified in the contract. The oppi@vision may be exercised more than once, but
the total extension of performance hereunder sidlexceed 6 months. The Contracting
Officer may exercise the option by written notioghe Contractor within the performance
period of the contract.

52.217-9 OPTION TO EXTEND THE TERM OF THE CONTRACWAR 2000)

(a) The Government may extend the term of thisreahby written notice to the Contractor
within the performance period of the contract othimi 30 days after funds for the option year
become available, whichever is later.

(b) If the Government exercises this option, tkiereded contract shall be considered to include
this option clause.

(c) The total duration of this contract, includiting exercise of any options under this clause,
shall not excee8 years.

52.232-19 AVAILABILITY OF FUNDS FOR THE NEXT FISCALYEAR. (APR 1984)




Funds are not presently available for performamuter this contract beyor&eptember
30 of the current calendar year. The Governmebtigation for performance of this contract
beyond that date is contingent upon the availgilitappropriated funds from which payment
for contract purposes can be made. No legal itglwih the part of the Government for any
payment may arise for performance under this conb@yond September 30 of the current
calendar year, until funds are made available@ddbntracting Officer for performance and
until the Contractor receives notice of availapjltb be confirmed in writing by the Contracting
Officer.

52.237-3 CONTINUITY OF SERVICES (JAN 1991)

(A) The Contractor recognizes that the servicesultius contract are vital to the government
and must be continued without interruption and,thpbn contract expiration, a successor, either
the government or another contractor, may conttheam. The Contractor agrees to (1) furnish
phase-in training and (2) exercise its best effand cooperation to effect an orderly and
efficient transition to a successor.

(B) The Contractor shall, upon the contractingaafis written notice, (1) furnish phase-in,
phase-out services for up to 90 days after thisraohexpires and (2) negotiate in good faith a
plan with a successor to determine the nature areheof phase-in, phase-out services required.
The plan shall specify a training program and & diat transferring responsibilities for each
division of work described in the plan, and shalldubject to the contracting officer’s approval.
The Contractor shall provide sufficient experienpedsonnel during the phase-in, phase-out
period to ensure that the services called for s/dbntract are maintained at the required level
of proficiency.

(C) The Contractor shall allow as many personngrasticable to remain on the job to help the
successor maintain the continuity and consistemtlyeoservices required by this contract. The
Contractor also shall disclose necessary persoanetds and allow the successor to conduct on
site interviews with these employees. If seleergbloyees are agreeable to the change, the
contractor shall release them at a mutually agteaddie and negotiate transfer of their earned
fringe benefits to the successor.

(D) The Contractor shall be reimbursed for all oeeedble phase-in, phase-out costs (i.e., costs
incurred within the agreed period after contragiieation that result from phase-in, phase-out

operations) and a fee (profit) not to exceed arata portion of the fee (profit) under this
contract.

The following DOSAR clauses are provided in fultite

CONTRACTOR IDENTIFICATION (JULY 2008)

Contract performance may require contractor permsicionattend meetings with government
personnel and the public, work within governmerficet, and/or utilize government email.

Contractor personnel must take the following aditmidentify themselves as non-federal
employees:



1) Use an email signature block that shows name, ffiee dbeing supported and company
affiliation (e.g. “John Smith, Office of Human Resoes, ACME Corporation Support
Contractor”);

2) Clearly identify themselves and their contractdiliafion in meetings;

3) Identify their contractor affiliation in Deparental e-mail and phone listings whenever
contractor personnel are included in those listiagsl

4) Contractor personnel may not utilize Departnwr$tate logos or indicia on business
cards.
(End of clause)

652.228-70 INDEMNIFICATION (JULY 1988)

The Contractor expressly agrees to indemnify arght@ the Government, its officers, agents,
servants, and employees harmless from and agapsiam, loss, damages, injury, and

liability, however caused, resulting from or arggiout of the Contractor's fault or negligence in
connection with the performance of work under tuetract. Further, any negligence or alleged
negligence of the Government, its officers, agesgsyants, or employees, shall not bar a claim
for indemnification unless the act or omissionhsd Government, its officers, agents, servants,
or employees is the sole competent, and produ@ogecof such claim, loss, damages, injury, or
liability.

652.237-72 OBSERVANCE OF LEGAL HOLIDAYS AND ADMINBTRATIVE LEAVE
(AUG 1999)

All work shall be performed duringormal business hours, Monday through Friday, from
8:00 to 16:30,except for the holidays identified below. Otheursomay be approved by the
Contracting Officer's Representative. Notice nhesgiven 24 hours in advance to COR who
will consider any deviation from the hours idemdfiabove.

a) The Department of State observes the followsyggsds holidays at the Embassy in Croatia:

New Year's Day
Epiphany
Martin Luther King's Birthday
Washington’s Birthday
Labor Day
Memorial Day
Corpus Christi Day



Croatian Anti-Fascism Day
Croatian Statehood Day
Independence Day
Victory & Homeland Day
Assumption Day
Labor Day
Croatian Independence Day
Columbus Day
All Saints Day
Veterans Day
Thanksgiving Day
Christmas Day
St. Stephen’s Day

Any other day designated by Federal law, Execu@ivder or Presidential Proclamation.

(b) When any such day falls on a Saturday, theguli@g Friday is observed; when
any such day falls on a Sunday, the following Mgndaobserved. Observance of such days by
Government personnel shall not be cause for additiperiod of performance or entitlement to
compensation except as set forth in the contract.

652.225-71 SECTION 8(A) OF THE EXPORT ADMINISTRADN ACT OF 1979, AS
AMENDED (AUG 1999)

(a) Section 8(a) of the U.S. Export AdministratAct of 1979, as amended (50 U.S.C.
2407(a)), prohibits compliance by U.S. persons it boycott fostered by a foreign country
against a country which is friendly to the Unitedt8s and which is not itself the object of any
form of boycott pursuant to United States law gutation. The Boycott of Israel by Arab
League countries is such a boycott, and theretbecfollowing actions, if taken with intent to
comply with, further, or support the Arab LeagueyBatt of Israel, are prohibited activities
under the Export Administration Act:

(1) Refusing, or requiring any U.S. persondfuse to do business with or in Israel, with any
Israeli business concern, or with any nationaksident of Israel, or with any other person,
pursuant to an agreement of, or a request fronmdredialf of a boycotting country;

(2) Refusing, or requiring any U.S. persongfuse to employ or otherwise discriminating
against any person on the basis of race, religiex, or national origin of that person or of any
owner, officer, director, or employee of such perso

(3) Furnishing information with respect to tlage, religion, or national origin of any U.S.
person or of any owner, officer, director, or enygle of such U.S. person,;

(4) Furnishing information about whether anyspa has, has had, or proposes to have any
business relationship (including a relationshipaay of sale, purchase, legal or commercial
representation, shipping or other transport, instgainvestment, or supply) with or in the State
of Israel, with any business concern organized utigelaws of the State of Israel, with any



Israeli national or resident, or with any persornachihis known or believed to be restricted from
having any business relationship with or in Israel;

(5) Furnishing information about whether anyspa is a member of, has made contributions
to, or is otherwise associated with or involvedhe activities of any charitable or fraternal
organization which supports the State of Israeat, an(6) Paying, honoring, confirming, or
otherwise implementing a letter of credit which @ans any condition or requirement against
doing business with the State of Israel.

(b) Under Section 8(a), the following typesacfivities are not forbidden ~“compliance with
the boycott," and are therefore exempted fromi@e&(a)'s prohibitions listed in paragraphs
(a)(1)-(6) above:

(1) Complying or agreeing to comply with regumrents:

(i) Prohibiting the import of goods or servidesm Israel or goods produced or services
provided by any business concern organized un@daths of Israel or by nationals or residents
of Israel; or,

(if) Prohibiting the shipment of goods to Idrae a carrier of Israel, or by a route other than
that prescribed by the boycotting country or thepient of the shipment;

(2) Complying or agreeing to comply with impartd shipping document requirements with
respect to the country of origin, the name of theier and route of shipment, the name of the
supplier of the shipment or the name of the pravadether services, except that no information
knowingly furnished or conveyed in response to secjuirements may be stated in negative,
blacklisting, or similar exclusionary terms, otliean with respect to carriers or route of
shipments as may be permitted by such regulatioonsder to comply with precautionary
requirements protecting against war risks and soatfion;

(3) Complying or agreeing to comply in the nafrmourse of business with the unilateral and
specific selection by a boycotting country, or oaél or resident thereof, of carriers, insurance,
suppliers of services to be performed within thgdadting country or specific goods which, in
the normal course of business, are identifiabledayrce when imported into the boycotting
country;

(4) Complying or agreeing to comply with thgpert requirements of the boycotting country
relating to shipments or transshipments of exportsrael, to any business concern of or
organized under the laws of Israel, or to any mati@r resident of Israel,

(5) Compliance by an individual or agreemenghyindividual to comply with the
immigration or passport requirements of any countitir respect to such individual or any
member of such individual's family or with requefstsinformation regarding requirements of
employment of such individual within the boycottioguntry; and,

(6) Compliance by a U.S. person resident in a fireountry or agreement by such person to
comply with the laws of that country with respexhis or her activities exclusively therein, and
such regulations may contain exceptions for sustdeat complying with the laws or
regulations of that foreign country governing imgganto such country of trademarked, trade
named, or similarly specifically identifiable praxts, or components of products for his or her
own use, including the performance of contractealises within that country, as may be
defined by such regulations.



652.242-73 AUTHORIZATION AND PERFORMANCE (AUG 1999

(a) The contractor warrants the following:

(1) That is has obtained authorization to ofgeaad do business in the country or countries in
which this contract will be performed,;

(2) That is has obtained all necessary liceaséspermits required to perform this contract;
and,

(3) That it shall comply fully with all laws gedrees, labor standards, and regulations of said
country or countries during the performance of tustract.

(b) If the party actually performing the worklivbe a subcontractor or joint venture partner,
then such subcontractor or joint venture partneeesyto the requirements of paragraph (a) of
this clause.

SECTION 3 - SOLICITATION PROVISIONS

FAR 52.212-1, Instructions to Offerors -- Commelrtiams (JUN 2008), is incorporated by
reference. (See SF-1449, block 27a).

ADDENDUM TO 52.212-1
1.0 Summary of instructions: Each quotation mosiscst of the following:

1.1. A completed solicitation, in whittte SF-1449 cover page (blocks 12, 17, 19-24,
and 30 as appropriate), and Section 1 has beed 6liit.

1.2. Information demonstrating the qustability to perform and meet the
solicitation requirement, including, at a minimum:

1.2.1. Complete the resume at the end of thismedir all Key Personnel, as
identified in Section 1, continuation of block Z@ragraph 20.@nd whether they
are currently employed by the quoter. Resumes siop@el not currently
employed by the Contractor must contain a statemhamtuse of their resume for
this solicitation is authorized Specifically confirm that all proposed personnel
speak, understand and write English

1.2.2. ldentify the major automated reservatioriesys (e.g., Apollo, SABRE,
System 1, Worldspan) to be used. This system brisaipable of generating
automated travel itineraries and issuing advaneediog passes when applicable.

1.2.3. Outline methods for making reservations amiers that do not subscribe
to a CRS and providing reservations/tickets whenGRS is not operational.



1.3.

1.4.

1.2.4. Explain procedures for data capture of kegems on airlines that do not
subscribe to a CRS, as well as for instances wheICRS is not operational.

1.2.5. Provide specific procedures to ensure adedtaffing is maintained to
meet the solicitation requirements stated in tbiggation.

1.2.6. Address the Quality Control Plan in suffntidetail to demonstrate that
the quoter shall provide prompt, courteous serwiitke the lowest available fares.

1.2.7. Provide evidence that the quoter operatestablished business with a
permanent address and telephone listing.

1.2.8. Provide a list of clients, demonstratingppgxperience with relevant past
performance information and references.

1.2.9. Provide evidence that the quoter can praifidenecessary personnel,
equipment, and financial resources needed to perfioe work.

1.2.10. Provide evidence that the quoter hasadhbes and permits required by
local law (see DOSAR 652.242-73 in Section 2).

If required by the solicitation, the quoteaksiprovide either:
1.3.1. a copy of the Certificate of Iresure, or

1.3.2. a statement that the quoter, if awardeadiméract, will get the required
insurance, and the name of the insurance providee tused.

Quoters shall submit an original and threaesopf the complete quotation,

including all supporting documents.



ADDENDUM TO SOLICITATION PROVISIONS
FAR AND DOSAR PROVISIONS NOT PRESCRIBED IN PART 12

52.252-1 SOLICITATION PROVISIONS INCORPORATED BY RERENCE (FEB 1998)
This solicitation incorporates one or more solioda provisions by reference, with the same
force and effect as if they were given in full tedpon request, the Contracting Officer will
make their full text available. Also, the full teat a clause may be accessed electronically at:
http://acquisition.gov/far/index.html/ or http:/f&ate.hill.af.mil/search.htm

These addresses are subject to change. IF the $A® available at the locations indicated
above, use of an Internet "search engine" (e.dip¥alnfoseek, Alta Vista, etc.) is suggested to

obtain the latest location of the most current F#&Bvisions.

The following Federal Acquisition Regulation sdlation provisions are incorporated by
reference:

Clause Title and Date

52.204-6 Contractor Identification Number -- Dalaiversal Numbering System
(DUNS) Number (ARP 2008)

52.214-34 Submission of Offers in the English Lzange (APR 1991)

52.237-1 Site Visit (APR 1984)

The site visit will be held on February 25 at 10d@@Embassy Zagreb. Prospective
offerors/quoters should contact Tina Skorin foriiddal information or to arrange entry to the
building.

The following DOSAR provision(s) is/are providedfull text:

652.206-70 COMPETITION ADVOCATE/OMBUDSMAN (AUG 1999

(a) The Department of State's Competition Adweds responsible for assisting industry in
removing restrictive requirements from Departmdrtate solicitations and removing barriers
to full and open competition and use of commeritgghs. If such a solicitation is considered
competitively restrictive or does not appear propeonducive to competition and commercial
practices, potential offerors are encouraged b iontact the contracting officer for the
respective solicitation. If concerns remain unresd) contact the Department of State
Competition Advocate on (703) 516-1680, by fax7&3) 875-6155, or write to: Department of



State, Competition Advocate, Office of the ProcugatrExecutive (A/OPE), Suite 603, SA-6,
Washington, DC 20522-0602.

(b) The Department of State's Acquisition Ongradn has been appointed to hear concerns
from potential offerors and contractors during pineaward and postaward phases of this
acquisition. The role of the ombudsman is not toidish the authority of the contracting officer,
the Technical Evaluation Panel or Source Evaludioard, or the selection official. The
purpose of the mbudsman is to facilitate the comopation of concerns, issues, disagreements,
and recommendations of interested parties to tpeoppate Government personnel, and work to
resolve them. When requested and appropriate,niireidsman will maintain strict
confidentiality as to the source of the concerre ®mbudsman does not participate in the
evaluation of proposals, the source selection maa the adjudication of formal contract
disputes. For an American Embassy or overseas gdst,to the numbers below for the
Department Acquisition Ombudsman. Concerns, isglisagreements, and recommendations
which cannot be resolved at a contracting actie@tel may be referred to the Department of
State Acquisition Ombudsman at (703) 516-1680 axyaft (703) 875-6155, or write to:
Department of State, Acquisition Ombudsman, Oftiteéhe Procurement Executive (A/OPE),
Suite 603, SA-6, Washington, DC 20522-0602.

Acquisition Method The Government is conducting this acquisitiomgghe simplified
acquisition procedures in Part 13 of the Federaugition Regulation (FAR). If the dollar
amount exceeds the simplified acquisition threshiblen the Government will be using the test
program for commercial items authorized by Subparb of the FAR.



SECTION 4 - EVALUATION FACTORS

1.0  Award will be made to the quoter which quoteslbwest transaction fees, as determined
by following the procedures outlined in paragraph@low. The quoter shall submit a
completed solicitation, including Sections 1 and 5.

2.0  The Government reserves the right to rejeqigmals that are unreasonably low or high
in price.

3.0 The lowest price will be determined by multipty the offered transaction fee for each
contract line item in Section 1 for each perioghefformance by its respective estimated
requirements set forth below. These requiremapsesent the estimates for each period of
performance rather than the entire contract pesodhe transaction fee for each period of
performance will be multiplied by the same estidatquirements. The subtotals for the base
and all optional periods of performance will beatet to arrive at the total transaction fees to be
charged to the Government. The estimates set lietthw are based on official travel only, not
personal travel. These estimates are providedfonlyurposes of computing the estimated
transaction fee payment and are not guaranteed.

Transaction Description Annual Estimated Number of Transactions
On-site Services - Domestic/International 800
Transaction Fee

4.0 The Government will determine quoter accepitslbly assessing the quoter's compliance
with the terms of the RFQ.

5.0 The Government will determine quoter respoligithy analyzing whether the apparent
successful quoter complies with the requirementsAR 9.1, including:

5.1. adequate financial resources or the abiligtt@min them;

5.2.  ability to comply with the required performanueriod, taking into consideration
all existing commercial and governmental businessmitments;

5.3.  satisfactory record of integrity and businetsscs;
5.4. necessary organization, experience, and skilise ability to obtain them;
5.5. necessary equipment and facilities or thetgaldd obtain them; and

5.6. otherwise qualified and eligible to receiveaavard under applicable laws and
regulations



ADDENDUM TO EVALUATION FACTORS
FAR AND DOSAR PROVISION(S) NOT PRESCRIBED IN PART 12

The following FAR provisions are provided in fudixt:

52.217-5 EVALUATION OF OPTIONS (JUL 1990)

The Government will evaluate offers for award msgs by adding the total price for all
options to the total price for the basic requiremdfvaluation of options will not obligate the
Government to exercise the option(s).

FAR 52.225-17 EVALUATION OF FOREIGN CURRENCY OFFERESEB 2000):

If the Government receives offers in more than aneency, the Government will
evaluate offers by converting the foreign curretwynited States currency using the exchange
rate used by the Embassy in effect as follows:

(a) For acquisitions conducted using sealed biddnegedures, on the date of bid opening.
(b) For acquisitions conducted using negotiatiacpdures—

(1) On the date specified for receipt of offersgwiard is based on initial offers; otherwise
(2) On the date specified for receipt of proposalsions.



SECTION 5 - OFFEROR REPRESENTATIONS AND CERTIFICATI ONS

52.212-30FFERORREPRESENTATIONS ANDCERTIFICATIONS—COMMERCIAL ITEMS (JUNE 2008)

An offeror shall complete only paragraph (b) otprovision if the offeror has completed the
annual representations and certifications eleatsedlyl athttp://orca.bpn.govf an offeror has
not completed the annual representations andicattdns electronically at the ORCA website,
the offeror shall complete only paragraphs (c)uigio(m) of this provision.

(a) ReservedDefinitions. As used in this provision—

“Emerging small business” means a small businessera whose size is no greater than
50 percent of the numerical size standard for tA€0$ code designated.

“Forced or indentured child labor” means all workservice—

(1) Exacted from any person under the age of 1@t menace of any penalty for its
nonperformance and for which the worker does nietrr dfimself voluntarily; or

(2) Performed by any person under the age of 18yaunt to a contract the enforcement of
which can be accomplished by process or penalties.

“Manufactured end product” means any end produ€ederal Supply Classes (FSC) 1000-
9999, except—

(1) FSC 5510, Lumber and Related Basic Wood Mdgeria

(2) Federal Supply Group (FSG) 87, Agricultural Sligs;

(3) FSG 88, Live Animals;

(4) FSG 89, Food and Related Consumables;

(5) FSC 9410, Crude Grades of Plant Materials;

(6) FSC 9430, Miscellaneous Crude Animal Produoedible;

(7) FSC 9440, Miscellaneous Crude Agricultural &odestry Products;
(8) FSC 9610, Ores;

(9) FSC 9620, Minerals, Natural and Synthetic; and

(10) FSC 9630, Additive Metal Materials.

“Place of manufacture” means the place where ampesdlct is assembled out of
components, or otherwise made or processed fronmraterials into the finished product that is
to be provided to the Government. If a productisesisembled and reassembled, the place of
reassembly is not the place of manufacture.

“Restricted business operations” means businesapas in Sudan that include power
production activities, mineral extraction activetjeil-related activities, or the production of
military equipment, as those terms are definethénSudan Accountability and Divestment Act




of 2007 (Pub. L. 110-174). Restricted businessatjmars do not include business operations that
the person conducting the business can demonstrate—

(1) Are conducted under contract directly and esiglely with the regional government of
southern Sudan;

(2) Are conducted pursuant to specific authorizatfrom the Office of Foreign Assets
Control in the Department of the Treasury, or aqgressly exempted under Federal law from the
requirement to be conducted under such authorizatio

(3) Consist of providing goods or services to maatized populations of Sudan;

(4) Consist of providing goods or services to aenmationally recognized peacekeeping
force or humanitarian organization;

(5) Consist of providing goods or services thatwaed only to promote health or education;
or

(6) Have been voluntarily suspended.

“Service-disabled veteran-owned small businesserorie-

(1) Means a small business concern—

(i) Not less than 51 percent of which is owned bg or more service-disabled veterans
or, in the case of any publicly owned businessegs than 51 percent of the stock of which is
owned by one or more service-disabled veterans; and

(i) The management and daily business operatibméah are controlled by one or
more service-disabled veterans or, in the casesehace-disabled veteran with permanent and
severe disability, the spouse or permanent caregiveuch veteran.

(2) Service-disabled veteran means a veteran,fameden38 U.S.C. 101(2)with a
disability that is service-connected, as define@drJ.S.C. 101(16)

“Small business concern” means a concern, includigngffiliates, that is independently
owned and operated, not dominant in the field @rapon in which it is bidding on Government
contracts, and qualified as a small business uheecriteria in 13 CFR Part 121 and size
standards in this solicitation.

“Veteran-owned small business concern” means al $msiness concern—

(1) Not less than 51 percent of which is owned bg or more veterans (as defined at
38 U.S.C. 101(9)or, in the case of any publicly owned business$ |ess than 51 percent of the
stock of which is owned by one or more veterand; an

(2) The management and daily business operatiomhich are controlled by one or more
veterans.

“Women-owned business concern” means a concerrhvidiat least 51 percent owned by one
or more women; or in the case of any publicly owhasdiness, at least 51 percent of its stock is




owned by one or more women; and whose managemertaaly business operations are
controlled by one or more women.
“Women-owned small business concern” means a $malhess concern—

(1) That is at least 51 percent owned by one oemamen; or, in the case of any publicly
owned business, at least 51 percent of the stoalhiwh is owned by one or more women; and

(1) Whose management and daily business operatiensontrolled by one or more
women.

(b)

(1) Annual Representations and Certifications. Ahginges provided by the offeror in
paragraph (b)(2) of this provision do not autonaljcchange the representations and
certifications posted on the Online RepresentatastsCertifications Application (ORCA)
website.

(2) The offeror has completed the annual reprefentaand certifications electronically
via the ORCA website dittp://orca.bpn.gavAfter reviewing the ORCA database information,
the offeror verifies by submission of this offeatlihe representations and certifications
currently posted electronically at FAR 52.212-3fe@dr Representations and Certifications—
Commercial Items, have been entered or updatdteifast 12 months, are current, accurate,
complete, and applicable to this solicitation (utthg the business size standard applicable to
the NAICS code referenced for this solicitatiory,ch the date of this offer and are incorporated
in this offer by reference (see FARL20), except for paragraphs

[Offeror to identify the applicable paragraphs@tthrough (m) of this provision that the
offeror has completed for the purposes of thiscgalion only, if any.

These amended representation(s) and/or certifi@li@re also incorporated in this offer and
are current, accurate, and complete as of theaddles offer.

Any changes provided by the offeror are applicabléis solicitation only, and do not result
in an update to the representations and certifinatposted on ORCA.]

(c-d) Reserved

(e) Certification Regarding Payments to Influenedétal Transactions (31.S.C. 1352).
(Applies only if the contract is expected to exc&&60,000.) By submission of its offer, the
offeror certifies to the best of its knowledge ddief that no Federal appropriated funds have
been paid or will be paid to any person for inflcieg or attempting to influence an officer or
employee of any agency, a Member of Congress, faseobr employee of Congress or an
employee of a Member of Congress on his or herlbeheonnection with the award of any
resultant contract. If any registrants under thbdyong Disclosure Act of 1995 have made a
lobbying contact on behalf of the offeror with respto this contract, the offeror shall complete
and submit, with its offer, OMB Standard Form LLDisclosure of Lobbying Activities, to




provide the name of the registrants. The offer@dneot report regularly employed officers or
employees of the offeror to whom payments of reaBlencompensation were made.
() Reserved.

(9)(1) Buy American Act—Free Trade Agreements—Israade Act Certificate. (Applies
only if the clause at FAR2.225-3 Buy American Act—Free Trade Agreements—Israedider
Act, is included in this solicitation.)

() The offeror certifies that each end productept those listed in paragraph (g)(1)(ii)
or (g)(2)(iii) of this provision, is a domestic epdbduct and that the offeror has considered
components of unknown origin to have been mineagpeced, or manufactured outside the
United States. The terms “Bahrainian or Moroccamh goduct,” “component,” “domestic end
product,” “end product,” “foreign end product,” ‘€& Trade Agreement country,” “Free Trade
Agreement country end product,” “Israeli end pragduand “United States” are defined in the
clause of this solicitation entitled “Buy AmericAwct-Free Trade Agreements-Israeli Trade
Act.”

(i) The offeror certifies that the following supgs are Free Trade Agreement country
end products (other than Bahrainian or Moroccanpnducts) or Israeli end products as
defined in the clause of this solicitation entitl&lly American Act—Free Trade Agreements—
Israeli Trade Act”™:

Free Trade Agreement Country End Products (Otleer Bahrainian or Moroccan End
Products) or Israeli End Products:

Line Item No. Country of Origin

[List as necessary]

(iif) The offeror shall list those supplies thaédoreign end products (other than those
listed in paragraph (g)(1)(ii) of this provisiorg defined in the clause of this solicitation eatitl
“Buy American Act—Free Trade Agreements—Israelidiact.” The offeror shall list as other
foreign end products those end products manufatiarthe United States that do not qualify as
domestic end products.

Other Foreign End Products:

Line Item No. Country of Origin




[List as necessary]

(iv) The Government will evaluate offers in accarda with the policies and procedures
of FAR Part 25
(2) Buy American Act—Free Trade Agreements—Israedide Act Certificate, Alternate I.
If Alternate | to the clause at FAR.225-3is included in this solicitation, substitute the
following paragraph (g)(1)(ii) for paragraph (gXi)of the basic provision:

(9)(1)(ii) The offeror certifies that the followirgupplies are Canadian end products as
defined in the clause of this solicitation entitl&lly American Act—Free Trade
Agreements—Israeli Trade Act™
Canadian End Products:

Line ltem No.

[List as necessary]

(3) Buy American Act—Free Trade Agreements—Israedide Act Certificate,
Alternate Il. If Alternate Il to the clause at FAR.225-3is included in this solicitation,
substitute the following paragraph (g)(1)(ii) farpgraph (g)(1)(ii) of the basic provision:

(9)(1)(ii) The offeror certifies that the followirgupplies are Canadian end products or

Israeli end products as defined in the clauseisfdtlicitation entitled “Buy American
Act—Free Trade Agreements—Israeli Trade Act”:
Canadian or Israeli End Products:

Line Item No. Country of Origin

[List as necessary]



(4) Trade Agreements Certificate. (Applies onlyhié clause at FAR2.225-5 Trade
Agreements, is included in this solicitation.)

() The offeror certifies that each end productept those listed in paragraph (g)(4)(ii)
of this provision, is a U.S.-made or designatechtgquend product, as defined in the clause of
this solicitation entitled “Trade Agreements.”

(i) The offeror shall list as other end produdtsde end products that are not U.S.-made
or designated country end products.

Other End Products:

Line Item No. Country of Origin

[List as necessary]

(i) The Government will evaluate offers in accante with the policies and procedures
of FAR Part 25 For line items covered by the WTO GPA, the Gowent will evaluate offers
of U.S.-made or designated country end productsouitregard to the restrictions of the Buy
American Act. The Government will consider for adianly offers of U.S.-made or designated
country end products unless the Contracting Offttegermines that there are no offers for such
products or that the offers for such products asefficient to fulfill the requirements of the
solicitation.

(h) Certification Regarding Responsibility MattéExecutive Order 12689). (Applies only if
the contract value is expected to exceed the diegbicquisition threshold.) The offeror
certifies, to the best of its knowledge and beliet the offeror and/or any of its principals—

(1) o Are, o are not presently debarred, suspemutegosed for debarment, or declared
ineligible for the award of contracts by any Fetlagency;

(2) o Have, o have not, within a three-year pepoeteding this offer, been convicted of or
had a civil judgment rendered against them for: massion of fraud or a criminal offense in
connection with obtaining, attempting to obtainperforming a Federal, state or local
government contract or subcontract; violation aiétal or state antitrust statutes relating to the
submission of offers; or commission of embezzleminatt, forgery, bribery, falsification or
destruction of records, making false statementsevasion, violating Federal criminal tax laws,
or receiving stolen property;




(3) o Are, o are not presently indicted for, oresthise criminally or civilly charged by a
Government entity with, commission of any of theffenses enumerated in paragraph (h)(2) of
this clause; and

(4) Have, have not, within a three-year perioecpding this offer, been notified of any
delinquent Federal taxes in an amount that excB8@®O0 for which the liability remains
unsatisfied.

(i) Taxes are considered delinquent if both offthwing criteria apply:

(A) The tax liability is finally determined. Theability is finally determined if it has
been assessed. A liability is not finally deterndifethere is a pending administrative or judicial
challenge. In the case of a judicial challengéntolitability, the liability is not finally determex
until all judicial appeal rights have been exhadste

(B) The taxpayer is delinquent in making paymenta®payer is delinquent if the
taxpayer has failed to pay the tax liability whefi payment was due and required. A taxpayer is
not delinquent in cases where enforced collectatioa is precluded.

(i) Examples.

(A) The taxpayer has received a statutory noticgeditiency, under I.R.C. 86212,
which entitles the taxpayer to seek Tax Court g€ a proposed tax deficiency. This is not a
delinquent tax because it is not a final tax ligpilShould the taxpayer seek Tax Court review,
this will not be a final tax liability until the xgayer has exercised all judicial appeal rights.

(B) The IRS has filed a notice of Federal tax hath respect to an assessed tax
liability, and the taxpayer has been issued a aeati@er 1.R.C. 86320 entitling the taxpayer to
request a hearing with the IRS Office of Appealstesting the lien filing, and to further appeal
to the Tax Court if the IRS determines to susthalien filing. In the course of the hearing, the
taxpayer is entitled to contest the underlyingliaBility because the taxpayer has had no prior
opportunity to contest the liability. This is notlalinquent tax because it is not a final tax
liability. Should the taxpayer seek tax court rewi¢his will not be a final tax liability until the
taxpayer has exercised all judicial appeal rights.

(C) The taxpayer has entered into an installmerdgeagent pursuant to I.R.C. 86159.
The taxpayer is making timely payments and is ihdompliance with the agreement terms. The
taxpayer is not delinquent because the taxpaywstisurrently required to make full payment.

(D) The taxpayer has filed for bankruptcy protecti®he taxpayer is not delinquent
because enforced collection action is stayed uhiiés.S.C. 8362 (the Bankruptcy Code).

(i) Certification Regarding Knowledge of Child Latdor Listed End Products (Executive
Order 13126). [The Contracting Officer must lisparagraph (i)(1) any end products being
acquired under this solicitation that are includethe List of Products Requiring Contractor
Certification as to Forced or Indentured Child Lahmless excluded a2.1503b).]



(1) Listed end products.
Listed End Product Listed Countries of Origi

(2) Certification. [If the Contracting Officer hadentified end products and countries of
origin in paragraph (i)(1) of this provision, thiére offeror must certify to either (i)(2)(i) or
()(2)(ii) by checking the appropriate block.]

[ ]1(i) The offeror will not supply any end produtsted in paragraph (i)(1) of this
provision that was mined, produced, or manufactureéte corresponding country as listed for
that product.

[ ] (ii) The offeror may supply an end productdid in paragraph (i)(1) of this provision
that was mined, produced, or manufactured in tieesponding country as listed for that
product. The offeror certifies that it has madevoadyfaith effort to determine whether forced or
indentured child labor was used to mine, producepanufacture any such end product
furnished under this contract. On the basis ofdlegforts, the offeror certifies that it is not
aware of any such use of child labor.

() Place of manufacture. (Does not apply unlesssthiicitation is predominantly for the
acquisition of manufactured end products.) Foiistiaal purposes only, the offeror shall indicate
whether the place of manufacture of the end pradiieixpects to provide in response to this
solicitation is predominantly—

(1) o In the United States (Check this box if bl anticipated price of offered end
products manufactured in the United States exciéedi®tal anticipated price of offered end
products manufactured outside the United States); o

(2) o Outside the United States.

(k) Reserved

() Taxpayer Identification Number (TINR6 U.S.C. 610931 U.S.C. 7701 (Not applicable
if the offeror is required to provide this inforrat to a central contractor registration database
to be eligible for award.)

(1) All offerors must submit the information recgdrin paragraphs (1)(3) through (1)(5) of
this provision to comply with debt collection regements o81 U.S.C. 7701(c) and 3325(d)
reporting requirements @6 U.S.C. 6041, 6041A, and 6050&hd implementing regulations
issued by the Internal Revenue Service (IRS).

(2) The TIN may be used by the Government to coled report on any delinquent
amounts arising out of the offeror’s relationshiphwhe Government3L U.S.C. 7701(c)(3) If
the resulting contract is subject to the paymepbrng requirements described in FAR04




the TIN provided hereunder may be matched with i&®rds to verify the accuracy of the
offeror’s TIN.
(3) Taxpayer Identification Number (TIN).

o TIN:

o TIN has been applied for.

o TIN is not required because:

o Offeror is a nonresident alien, foreign corpaator foreign partnership that does not
have income effectively connected with the conadic trade or business in the United States
and does not have an office or place of businessfigcal paying agent in the United States;

o Offeror is an agency or instrumentality of aeign government;

o Offeror is an agency or instrumentality of thexleral Government.

(4) Type of organization.
Sole proprietorship;
Partnership;
Corporate entity (not tax-exempt);
Corporate entity (tax-exempt);
Government entity (Federal, State, or local);
Foreign government;
International organization per 26 CFR 1.6049-4;
Other
(5) Common parent.
o Offeror is not owned or controlled by a commaingmt;
o Name and TIN of common parent:
Name
TIN :
(m) Restricted business operations in Sudan. Byngsion of its offer, the offeror certifies
that it does not conduct any restricted businessadons in Sudan.

O O O 0O 0O O O o




ADDENDUM TO OFFEROR REPRESENTATIONS AND CERTIFICATI ONS
FAR AND DOSAR PROVISION(S) NOT PRESCRIBED IN PART 12

The following DOSAR provision is provided in fulbxt:

652.225-70 ARAB LEAGUE BOYCOTT OF ISRAEL (AUG 1999

@) Definitions. As used in this provision:
Foreign person means any person other than a Usitgds person as defined below.

United States person means any United States tsideational (other than an individual
resident outside the United States and employeuthmsr than a United States person), any
domestic concern (including any permanent domestigblishment of any foreign concern), and
any foreign subsidiary or affiliate (including apgrmanent foreign establishment) of any
domestic concern which is controlled in fact byrsdomestic concern, as provided under the
Export Administration Act of 1979, as amended.

(b) Certification. By submitting this offer, tludferor certifies that it is not:
(1)  Taking or knowingly agreeing to take any actionthwespect to the
boycott of Israel by Arab League countries, whigttin 8(a) of the
Export Administration Act of 1979, as amended (58.C. 2407(a))
prohibits a United States person from taking; or,
(2) Discriminating in the award of subcontractstloa basis of religion.

652.228-70 DEFENSE BASE ACT — COVERED CONTRACTORMBLOYEES (JUN 2006)

(a) Bidders/offerors shall indicate below whetbenot any of the following categories of
employees will be employed on the resultant contead, if so, the number of such employees:

Category Yes/No | Number

(1) United States citizens or residents

(2) Individuals hired in the United States,
regardless of citizenship

(3) Local nationals or third country nationals Local nationals:
where contract performance takes place in a
country where there are no local workers’ Third Country Nationals:

compensation laws




(4) Local nationals or third country nationals Local nationals:
where contract performance takes place in a
country where there are local workers’ Third Country Nationals:
compensation laws

(b) The contracting officer has determined floatperformance in the country of [contracting
officer insert country of performance and checkappropriate block below] —

L0 Workers’ compensation laws exist that will covercdb nationals and third country
nationals.

[0 Workers’ compensation laws do not exist that walver local nationals and third country
nationals.

(c) If the bidder/offeror has indicated “yes”biock (a)(4) of this provision, the bidder/offeror
shall not purchase Defense Base Act insurance lioset employees. However, the
bidder/offeror shall assume liability toward the pdayees and their beneficiaries for war-
hazard injury, death, capture, or detention, iroed&nce with the clause at FAR 52.228-4.

(d) If the bidder/offeror has indicated “yes”ocks (a)(1), (2), or (3) of this provision, the
bidder/offeror shall compute Defense Base Act iasoe costs covering those employees
pursuant to the terms of the contract between tepalment of State and the Department’s
Defense Base Act insurance carrier at the ratesfmguein DOSAR 652.228-74, Defense Base
Act Insurance Rates — Limitation. If DOSAR prowisi652.228-74 is not included in this
solicitation, the bidder/offeror shall notify therdracting officer before the closing date so that
the solicitation can be amended accordingly.



